
!

Request for Proposal (RFP) No. 14-15/36 
 

BEN SCHNOOR  
SERIES25 SALES MANAGER  
503.290.5696  
BSCHNOOR@COLLEGENET.COM  
 
805 SW BROADWAY  
SUITE 1600  
PORTLAND, OREGON 97205  
PHONE 503.973.5200  
FAX 503.973.5252  

 

 
CORP.COLLEGENET.COM 

 
 

 

 
 
 
 
 

 

 

Peralta Community College District 

Classroom Schedule IT Project 
 
 
 



  

  

Response of: CollegeNET, Inc. 
805 SW Broadway, Suite 1600 
Portland, OR 97205 
(503) 973-5200 / Fax: (503) 973-5252 
corp.collegenet.com 

To: Peralta Community College District 

In Response to: RFP No. 14-15/36 
Classroom Schedule IT Project 
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Ladies and Gentlemen: 

Having carefully examined the requirements specified in your RFP for your Classroom Schedule IT Project, 
CollegeNET is pleased to provide the enclosed information about our Series25 solution. 
 
CollegeNET, Inc. is a leading developer of advanced event scheduling and calendaring software and 
services, currently providing such solutions to over 900 colleges and universities, over 50 of which are in 
the state of California. Founded in 1977, CollegeNET is dedicated to providing technology solutions that 
support and enhance the learning environment and the student experience. 
 
Series25 provides a fully integrated web-based scheduling solution comprised of: 

• 25Live – Extensive web-based academic and non-academic class and event scheduling and 
calendaring, including comprehensive system configuration and data and security administration 
capabilities 

• Schedule25 Optimizer – Automated, optimized class placement, fully integrated into 25Live 

• Series25-PeopleSoft Interface – Academic integration with PeopleSoft Campus Solutions for 
seamless exchange of academic scheduling data between the two systems 

• X25 – Comprehensive graphical space analysis, benchmarking, data warehousing, and master 
planning (optional offering) 

 
The solution we are offering is currently in use by some of the largest multi-campus colleges and 
universities in the US, including Coast Community College District, Maricopa Community College system, 
Miami Dade, Pennsylvania State, the University of South Carolina system, Washington State, and the 
Washington State Board of Community and Technical Colleges. 
 
CollegeNET is unique among scheduling and event management vendors in offering a fully hosted 
Software as a Service (SaaS) version of our solution. We have built (not outsourced) one of the safest and 
most reliable hosting environments in the industry, staffed by IT experts. We currently have over 350 
customers using our fully hosted solution. We appreciate the opportunity to demonstrate to the Peralta 
Community College District how our Series25 solution can streamline and optimize your academic and 
non-academic event scheduling operations. 
 
Sincerely, 

 
Ben Schnoor, Series25 Sales Manager 
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II.  SCOPE OF SERVICES   

  
2.1 Functional Requirements  
  
1. Ability to schedule campus rooms for academic scheduling and events.  

• All academic schedules and events are scheduled through the software.   
 

CollegeNET Response: CollegeNET is offering its web-based academic and event scheduling solution, 
25Live, along with the whole Series25 suite of tools, in which all scheduling and calendaring are 
managed through the software. 

 
2. Better resource utilization/management/scheduling.  

• All rooms will be scheduled and reported on through the software. Space utilization reporting will 
provide complete and accurate time comparisons of space usage.  

 
CollegeNET Response: Our proposed solution is designed to improve space and resource utilization, 
management, visibility, and scheduling District-wide, as well as the productivity of all scheduling 
personnel, by using a single web-based solution for all class and event-related activities (scheduling, 
servicing, administering) underpinned by a single database instance. Our proposed solution allows you 
to use one software interface for all room scheduling and reporting. 
 

 
 
The Schedule25 Optimizer is designed to ensure optimized room utilization. X25 graphical reporting 
provides a detailed, information-rich view into your current space utilization and what you can do to 
improve it.  

   
3. Ability for interested parties to check classroom and event locations.  

• Users will have the ability to see where classes and events are located through a web browser.  
 

CollegeNET Response: 25Live meets and exceeds this requirement. 25Live users can view the assigned 
locations of classes and events from within the application. Published web calendars make selected 
event details available to any interested party (including non-25Live users) using feeds that you set up 
and control using the 25Live Publisher component.  
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The 25Live Publisher component’s embeddable, styled web calendars are automatically updated with 
event changes and additions on your campus website(s). Here are a few links to examples of published 
calendars from 25Live customers: 

• California State University Fresno -- Master Calendar: http://www.fresnostate.edu/events/ 

• Stonehill College -- Featured Events Calendar: http://calendar.stonehill.edu/ 

• University of Hartford -- Home Page Calendar (featured events in right sidebar): 
http://www.hartford.edu/ 

• West Chester University -- Academic Calendar: http://wcupa.edu/registrar/calendar/ 
• George Mason University -- Important Dates Calendar (in lower left): http://registrar.gmu.edu/ 
 

25Live allows authorized users to query on the assignment and availability of rooms, through a web 
browser. 25Live room availability can be displayed in a list, calendar, or availability grid view, all 
providing information on when rooms are available and which events have booked a room for each 
“busy” time slot. The availability grid also allows the user to start a new room reservation at an available 
time by simply clicking the desired time slot (this same functionality is available for resource 
assignments). 

   
5. Ability for institutions to collaborate on room usage.  

• Schools will be able to reserve rooms at other schools and those schools will be aware of this. Both 
schools will be given the appropriate credit for space usage.  

 
CollegeNET Response: Collaboration can be accomplished by having a single Series25 database for all 
buildings and campuses to provide complete visibility and data access to all scheduling-related 
information, and then appropriately applying security and assignment rights to different groups of 25Live 
users to limit the access of each user group to only the particular scheduling data (classes, events, 
rooms, resources, organizations, and so on) that they can view and act on. 

 
Our proposed solution can help facilitate District-wide visibility and control. This is a list of just a few of 
our many multi-campus customers: 

• Washington State Board of Community & Technical Colleges (all 34 institutions) 
• Maricopa Community College District (all 10 institutions) 
• Miami Dade College (7 campuses) 
• University of South Carolina System (4 campuses) 
• Pennsylvania State University (24 campuses) 
• University of Missouri System (3 campuses) 
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6. Consistent and accurate system wide space utilization reporting with common data integrity.  
• System reporting reflects usage with no exceptions. All classrooms and event areas are entered into the 

software.  
   

CollegeNET Response: Series25's single database model guarantees common data integrity and 
consistent, accurate reporting. Our baseline suite of products is delivered with 90 standard reports and 
includes a custom report creation toolkit at no additional charge. Our optional X25 graphical reporting 
tool provides data warehousing capabilities and tools needed by decision makers to effectively 
understand scheduling effectiveness policies, space inventory fitness, and overall utilization statistics. 
Please find examples of many standard reports in the attachments section of the digital, PDF copy of the 
response. 
 
Our proposed solution is fully integrated with the Oracle PeopleSoft Campus Solutions student system 
for the two-way exchange of scheduling and room data via the Series25-Campus Solutions Interface, 
which ensures all classrooms and event areas are entered into the software. CollegeNET has been 
providing this integration since 2001 and is an Oracle Gold Level partner. 

 
7. Institute consistent procedures across all locations with regard to setting up and using the system 

processes.  
• These processes will be created as a template for each institution on what is needed similarly, and what 

areas each institution will have flexibility to control.  
  
CollegeNET Response: Our Quick Start implementation (see attachments for details) emphasizes best 
practices and consistent procedures. The training and consulting services we are proposing offer setup of 
your database and configuring your software instance to reflect your desired processes. Our consultant 
will ensure that the system is configured according to your specific business practices consistently across 
campuses. 
 
CollegeNET’s exceptional reputation for training and support is reflected in our implementation 
procedures. This unparalleled service, our experience delivering a consistent experience across multi-
campus institutions, and a single Series25 database solution provide data consistency and flexible 
control. 

!

2.2  Technical Requirements !
  

1. Compatibility with our future internal single sign-on (SSO) authentication protocol.  
• Fully integrate with Shibboleth federated SSO solution utilizing Security Assertion Markup Language 

(SAML) 2.X.  
 
CollegeNET Response: 25Live supports over 100 SSO configurations in our SaaS environments. 
CollegeNET has IT professionals with over six years of successful Shibboleth implementations and 
extensive familiarity with Shibboleth and SAML technologies. As a member of the InCommon 
Federation, our customers rely on us to implement Shibboleth competently, securely, and in a 
standards-compliant manner.  
 
CollegeNET does not insist on a "one size fits all" integration model like many commercial service 
providers supporting Shibboleth. Instead, we first require the URL with your IdP’s metadata, or your 
entityID if your metadata is in InCommon, and then set up the Shibboleth attributes you want us to map. 
 
25Live also supports LDAP (Lightweight Directory Access Protocol). We have a decade of successful 
LDAP implementation experience. 

 
2. Software as a Service (SaaS) hosted Solution delivery model  



!!!!!!!CollegeNET!Response!to!Peralta!Community!College!District!RFP!No.!14<15/36  

CollegeNET!Response!to!Peralta!Community!College!District!RFP!No.!14<15/36!
 

4 

• Fully web-enabled solution with no client-server technology and full time test and production 
instances.  

 
CollegeNET Response: CollegeNET has over 900 higher education customers who have licensed the 
Series25 solution we are proposing to the Peralta Community College District. 350 of whom have 
elected a SaaS/hosted deployment model. Our proposed solution is 100% web-enabled, with no client-
server technology, and we provide both test and production instances of our solution to our SaaS 
customers at all times (test instances are not just provided during software releases as is the case with 
some of our competitors). We do not outsource hosting to any third party. For our SaaS deployment 
model our CollegeNET hosted services staff handles all system environment deployment and 
maintenance. We guarantee 99.9% uptime as defined in the attached Series25 Service Level Agreement 
(SLA). In addition to the data security, reliability, and availability required for our PCI-DSS certification, 
we also undergo a yearly SOC 2 audit of our hosting environment, ensuring an even greater level of data 
protection for our many SaaS customers. Please see the Security FAQ (available in digital, PDF copy) for 
details about the security and reliability aspects of our hosting environment. 
 
The following is a sampling of the many Series25 customers who trust CollegeNET to provide reliable 
SaaS delivery, all of whom are also among our many Oracle PeopleSoft Campus Solutions customers: 

• California State University -  
o Bakersfield  
o Channel Islands  
o East Bay  
o Fresno  
o Fullerton  
o Monterey Bay  
o San Bernardino*  
o Stanislaus  
• Florida State College at Jacksonville 

• Miami Dade College 

• New York University 

• Northern Illinois University*  

• Northwestern University 

• Sonoma State University 

• Stanford University 

• University of Arkansas 

• University of California, Berkeley*  

• University of Colorado System University of 
Kansas 

• University of Louisville 

• University of Nevada as Las Vegas University 
of Pittsburgh 

• Penn State* 

• Washington State Board of Community & 
Technical Colleges (34 institutions)* 

 

* Indicates CollegeNET selected via RFP in the last 18 months. 

 
3. Fully integrate with PeopleSoft CS 9.0, release 36, with 8.52 toolset.  

• Users of the system will only enter data in one system and the other system will be updated in real time 
via Application Program Interface (API) Web Services  

• Full documentation of the API Web Service  
• (05/22/2015 Addendum) Note that the system will be a two‐way system operating on Real Time. 

 
CollegeNET Response: The Series25-PeopleSoft Interface provides two-way data communication and 
integration between your PeopleSoft Campus Solutions SIS and the Series25 environment. As an Oracle 
Gold Level partner, CollegeNET has almost 15 years of experience interfacing with PeopleSoft and 
keeps up to date with the latest PeopleSoft releases. 
 
The Interface employs the Series25 WebServices API to load your class data from your SIS into 25Live 
for room assignment via Schedule25 and/or 25Live. After room assignment/optimization is complete, the 
Interface can be set to run automatically at intervals specified by you to keep your SIS and Series25 
databases synchronized on an ongoing basis as classes are added, modified, or cancelled in your SIS. 
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CollegeNET provides access to our entire Series25 WebServices API free of charge to all Series25 
customers. The API is fully documented, unlike the solutions of other vendors. 

 
4. Software service agreement contract requirements  

• End User License Agreement (EULA) with unlimited users and a Service Level Agreement 
(SLA) with credits for down-time  

 
CollegeNET Response: Please find contract examples in the attachments section, including the Series25 
Service Level Agreement (SLA). 25Live includes an unlimited license with unlimited users and unlimited 
published calendars. 

   
5. Mobile enabled with responsive design 

• Full mobile browser compatibility with IOS and Android  
  
CollegeNET Response: 25Live is fully compatible with mobile browsers on iOS and Android. Our 
proposed solution can be used on desktop, smart phone, and tablet devices. There is also a mobile 
application for 25Live that is automatically formatted for smart phone screens which includes many, but 
not all, of the features in the full 25Live application. Users can easily perform the primary functions of 
25Live in the mobile application. 
 

 
  

6. Provide a minimum of 4 test environments 
• Quality Assurance, Test, Development, and Configuration  
• (05/22/2015 Addendum) Provide a minimum of 2 test environments (Quality Assurance, 

Development) and Production. 
  

CollegeNET Response: With our SaaS model, your production environment includes both a test and 
production instance of 25Live which are always available (the test environment is not just available 
during upgrades, as is true with other vendors). 
 
Our IT and Quality Assurance teams regularly conduct tests in our development and QA environments 
to ensure that our Series25 products are operating to CollegeNET’s highest performance standards. 

  
2.3 Training Requirement  
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Training in a lecture or classroom format is the preferred training method required for the Campus 
Schedulers and the System Administrators. This training must include the following:  

• Training materials and reference manual for system administrators  
• Training materials and reference manual for power users (schedulers)  
• Reference manual for end users.  

  
CollegeNET Response: The Series25 Quick Start Implementation Services detailed in the attached 
Series25 Cost Proposal include training and consulting services to assist with your implementation from 
initial planning through go-live. Peralta Community College District users will receive on-site training 
from a CollegeNET trainer/consultant during the second campus visit (Quick Start Implementation Phase 
II) which will occur prior to the go-live date. The on-site user training is taught according to a “Train the 
Trainer” model, including content and training materials, which could be used by Peralta trainers to 
train additional users at a later time. 
 
The Series25 solution includes extensive documentation and reference manuals for both power users 
(schedulers) and end users, including in-depth technical documents on specific topics and context- 
sensitive assistance throughout the user interface. The help environment includes related topic links and 
complete contents for browsing. All online help and other topic-specific manuals are updated for each 
release and are delivered online in PDF format as well. Peralta users would also have access to the 
Series25 Customer Resources portal. This is a one stop online resource wiki that contains all of the 
Series25 documentation, technical specifications, web tutorials, FAQ documents, best practices, release 
schedules, known issues and work-arounds, online course schedules, and a plethora of other 
documentation to assist you both during and after implementation. 
 
Please see the attachments section of the digital, PDF copy of the response for examples of training 
materials and customer handbook. 
!  
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IV.  SUBMISSION REQUIREMENTS – FORMAT & CONTENT  

 
1. Company Information: Provide the name of your company (including the name of any parent company), 

legal form, business address, email address, Federal Tax ID number, telephone and FAX numbers, number of 
employees and names, titles, qualifications, certifications and resumes of key personnel who will be assigned 
to the PCCD account, days/hours of operations and a brief history of your company. Provide a brief statement 
of who is authorized to submit the proposal on the behalf of your firm. Please make sure that person signs 
and dates the statement.  

 
CollegeNET Response: 

 

CollegeNET, Inc. 
805 S.W. Broadway Ave., Suite 1600 
Portland, OR 97205 
 

Email: sales@collegenet.com 
Federal Tax ID Number: 93-0692796 
Telephone: (503) 973-5200 
Fax: (503) 973-5252 

 

CollegeNET currently has 147 employees, most of whom work from our corporate headquarters in 
Portland. 

 
Key Personnel 

CollegeNET has a team of 7 Trainer/Consultants one or more of whom will be assigned to work with 
Peralta during your Quick Start implementation. Additional functional and technical support 
representatives may also be brought in by your Account Manager, Andrew Van Dyk, to provide 
additional assistance, as needed. 
 
Andrew has been with CollegeNET for seven years, first working as a Web Developer, then as a Series25 
Account Manager. Prior to CollegeNET, Andrew worked at the University of Oregon as a Web Master, 
taught English in China, and also has a wide variety of customer service experience. Andrew graduated 
from the University of Oregon in 2007 with a Bachelor of Fine Arts - Digital Art degree. His 
understanding of data structures and system architecture is an invaluable asset in guiding clients through 
to successful implementation and providing ongoing advice on Series25 project management. 
 
Hours of Operation 

CollegeNET provides 24/7 IT technical support of your test and production environments. In addition, 
CollegeNET has a full-time Series25 technical support department that is available to customers 
throughout implementation and use of our products as a standard part of the licensing agreement. 
Support is available from 6:00 am to 6:00 pm Pacific time and outside those hours by special 
arrangement. 
 
Brief History of Company 

CollegeNET began serving the administrative automation needs of higher education in 1977 with the 
invention of Schedule25, the first automated classroom scheduling optimizer. Further technological 
breakthroughs led to R25, the first client server-based, campus-wide scheduling system, followed by 
X25, the first web-based graphical analysis tool for campus space planning. Then came 25Live, the first 
completely web-based solution for campus-wide class, event, space, and resource management.  
CollegeNET has been providing SaaS technologies to higher education since 1995, one of the first 
companies to do so. 
 
Authorization Statement 
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As a Series25 Sales Manager, Ben Schnoor, is authorized to submit this proposal on the behalf of 
CollegeNET. 

 

Signed: Date: 

 
May 26, 2015 

 
 

2. Knowledge and Experience: Provide relevant information about your company’s knowledge and 
experience with integrating into a college setting serving students from cultural and diverse socio-economic 
backgrounds.  

 
CollegeNET Response: Through 38 years of innovation, CollegeNET’s goal has remained simple: create 
technologies that advance the highest goals of education by allowing a diverse array of colleges and 
universities to operate more efficiently. Our company is dedicated to providing solutions that enhance 
the student experience and make higher education more affordable and accessible to all students. Our 
products support and enhance the best practices operating solutions of colleges and universities. We are 
also committed to the environmental sustainability of our customers, providing paper-less solutions for 
common operating practices.  
 
Our original customer base, and the vast majority of current CollegeNET customers, is comprised of 
institutions of higher education. Our Series25 products are currently being used in production by over 
900 colleges and universities, both large and small, centralized and de-centralized throughout the 
United States and abroad. We are dedicated to providing SaaS solutions that are fast, easy-to-use, and 
reliably accessible 24x7 via the web. We have built (not outsourced) one of the safest, most reliable 
hosting environments in the industry, staffed by a team of experienced CollegeNET IT professionals. 

 
3. Clients: Provide names, addresses, written recommendation and contact information of three (3) current 

clients.  
 

CollegeNET Response: Please see the attachments section for our list of references. 
 

4. Plans and Approach: Provide an overview describing the approach, scope of services, and methodology of 
firm’s ability to furnish the services required by the RFP. Please use this section to describe how you propose 
to provide the services subject to this RFP to the District. Your services can be above and beyond the 
requirements listed in the “Scope of Services” section. At a minimum please describe your approach to the 
following:  

 
CollegeNET Response: The CollegeNET Series25 solution includes these fully integrated products: 
• ︎ 25Live web-based class and event scheduling and management system 

• ︎ Schedule25 Optimizer automated, optimized classroom scheduling 

• ︎ Series25-PeopleSoft Interface course data integration 
• ︎ X25 (optional) graphical space analysis, benchmarking, and master planning 

 

25Live is a fully web-based class and event scheduling and publishing system. It provides the 
convenience of web access, easy-to-use space and resource availability checking, and comprehensive 
academic and non-academic event scheduling and management, including comprehensive workflow 
notification and communication functionality. It also provides extensive space, resource, and 
organization/contact data management and security capabilities. In addition, its 25Live Publisher 
component (which is part of the base 25Live product) allows you to easily publish classes and events to 
completely customizable, embeddable calendars and promotional reminders on your campus and 
community websites. 25Live contains over 90 standard reports and provides the ability to create custom 
reports using the system’s report designer. 
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The Schedule25 Optimizer, run from 25Live, uses a powerful algorithm to complete the batch 
classroom scheduling process to match classes, requirements, and preferences to available room 
inventory. Based on the input class data, room pre-assignments, and department and individual class 
space and feature preferences, Schedule25 considers all possible classroom placement options and 
generates an optimized class schedule ready for export to your student information system. 
 
The Series25-PeopleSoft Interface provides data communication and integration between PeopleSoft 
Campus Solutions and the Series25 environment for seamless academic scheduling. 
 
X25 is a graphical reporting, benchmarking, and master planning tool that uses historically accurate 
data exported from your Series25 database to generate clear, colorful, information-rich graphs that help 
space planners and other decision-makers evaluate student demand and space usage to determine how 
well space is meeting the needs of departments and students, and where changes are needed. X25 
provides powerful graphical presentations and the underlying hard data to support informed decision-
making that directly benefits students in their pursuit of a quality learning experience and your 
institution in its pursuit of optimal space management practices. 

! 
• What is your proposed plan for managing PCCD’s account? Describe the roles and organization of a 

dedicated account support team, including a corporate support team. Responder must list sales and support 
team members.   

 

CollegeNET Response: Our practical and task oriented Quick Start implementation plan is designed to 
get you up and running on our proposed solution quickly and in the most effective way possible to 
meet your business requirements. Please see the attached Series25 Implementation Checklist with 
Quick Start Service for the recommended approach, in-depth detail, information on the tasks required 
to implement, who is responsible for each, and the roles and responsibilities of your Series25 
implementation team. 

• Sales: Ben Schnoor, Series25 Sales Manager 
• Support: Andrew Van Dyk, Series25 Account Manager 

 
• Describe your company’s technical support system, response and problem resolution procedures.   

 

CollegeNET Response: Customers can submit questions and report problems to our support staff via 
phone or email. Our support staff provides the same high level of technical assistance to all 
customers; we do not have different levels of support. We also have a full-time functional support 
group available to answer functional and training questions. 
 

If our support staff is able to address the issue quickly, they do so. However, if the issue requires 
gathering additional information, testing, or research, a support “ticket” is created. This enables us to 
have immediate access to the history of your issue, and provides you with a point of contact for 
discussing the issue. The person assigned to your issue will be in contact with you periodically until 
the problem is resolved and the support ticket closed. 

 
• What characteristics set your company apart? Describe unique examples of product, service or added value.   

 

CollegeNET Response: Unique benefits of 25Live include: 
• SaaS (hosted) deployment option that 350+ of our customers have chosen. 
• SaaS model includes both test and production instances at all times; the test instance is not just 

available during upgrades. 
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• The complete Series25 WebServices API is provided to customers at no additional cost and is fully 
documented. 

• Support for single sign-on technology is provided at no additional cost. 
• Fully web-enabled (no client is needed for “power users”). 
• Unlimited license – unlimited users and unlimited published calendars. 

 

• What new technology and additional products or services does your company plan to utilize in the near 
future that would be advantageous to PCCD?   

 

CollegeNET Response: Our current strategic direction is toward SaaS and making the best use of the 
latest Web 2.0 interactivity capabilities to enhance the user experience. 

  
5. Proposed Costs: Provide your proposed cost on the PCCD Fee Proposal Form completing all requirements 

outlined in the Scope of Services. It is important that you provide your firm’s fee proposal so that PCCD can 
evaluate your bid. Proposals submitted without a fee proposal will be considered non-responsive and will be 
rejected.  

  
CollegeNET Response: For details of pricing for all options available to the Peralta Community College 
District, please see the CollegeNET Series25 Pricing Proposal in the attachments section. 

 
6. Debarment: Provide a statement that your company has not been debarred from providing services to any 

State or Federal Agency within the last five (5) years. Sign and Date your statement. If your firm has been 
debarred, you will need to provide background information and reason for the debarment. Provide the name 
and contact information for the Agency that debarred your firm. The District must review the reason and 
duration for the debarment before it can determine if your firm can be consider for this project.  

 
CollegeNET Response: CollegeNET has not been debarred from providing services to any State or 
Federal Agency within the last five (5) years, or at any other time. 

  

Signed: Date: 

 
May 26, 2015 

 
7. Environmentally Sustainable Procurement: It is the policy of the Peralta Community College District 

(Board Policy 2.40, Environmental Sustainability), to purchase products or services that help to minimize the 
adverse effects on human health and the environment, when compared to other products and services that 
serve the same purpose with comparable efficacy. Does your product or service promote the District’s 
Environmentally Sustainable Procurement goal? Please use the attached Environmentally Sustainable 
Procurement form to describe how your product or service directly meets the District’s goal. If your product or 
service does not directly meet the District’s goal, then describe what initiatives your firm has taken to become 
more environmentally sustainable. The District will evaluate each response, and more points will be awarded 
to firms who products and services directly meet the District’s Environmentally Sustainable Procurement goal.  

 
CollegeNET Response: Please see the attached Environmentally Sustainable Procurement form for a 
description of CollegeNET's commitment to environmental sustainability. 

 
8. Required Forms: The Vendor must fill out all forms included in the RFP (listed in the attachments section) 

and return them with your proposals. Failure of the vendor to provide any information requested in the RFP, 
may result in rejection for non-responsiveness. (These required forms will not count against the 10 page 
maximum for your response.)  
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VENDOR’S QUESTIONNAIRE AND CERTIFICATE BY COMPLIANCE 

The following information is requested for information purposes only.  It will not be used in determining bid 
award.  

 

Date  

_05/26/2015________________!
 
Firm Name                Telephone  

_CollegeNET,!Inc! ! ! ! ! ! !!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!(503)!973<5200__________!
 
Business Fax           Email Address            Website  

_(503)!973<5252! !!!!!!!!!! ! !!!!!sales@collegenet.com! !!!!! !!!!!!!!!!http://corp.collegenet.com____!
 
Street Address         City/State    Zip Code+ 4®  

_805!S.W.!Broadway!Ave.,!Suite!1600! ! Portland,!OR! ! 97205<3356____________!
Mailing Address       City/State      Zip Code + 4®  

_805!S.W.!Broadway!Ave.,!Suite!1600! Portland,!OR! ! ! 97205<3356____________!
 

Type of Organization (Check one)    Individual     Partnership    Corporation   
  
Name of Owner(s)                                 State of Incorporation (if applicable)  

_N/A! ! ! ! !!!!!!!!!!!!!!!!!!!!!!! ! N/A______________________________!
 
Name of Partners    (I) Indicate  (G) General (L) Limited  

_N/A! ! ! ! !!!!!!!!!!!!!!!!!!!!!!! ! N/A______________________________!
 

Local Address   

_805!S.W.!Broadway!Ave.,!Suite!1600! ! Portland,!OR! ! 97205<3356_____________!
 
Amount of Annual Business     

_$28,000,000!(confidential)!_____ 
  
 
The District is identifying vendor ownership as follows:   
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% of  
assets  

              100! ! ! ! ! 100!   
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The District is identifying vendor workforce as follows:   
  

 A
si

an
-A

m
er

ic
an

 
(C

hi
ne

se
, 

Ja
pa

ne
se

, 
K

or
ea

n,
 

V
ie

tn
am

es
e)

  

B
la

ck
 o

r 
A

fr
ic

an
- 

A
m

er
ic

an
  

Fi
lip

in
o 

 

L
at

in
o 

(o
th

er
  

th
an

 M
ex

ic
an

 o
r 

M
ex

ic
an

- 
A

m
er

ic
an

)  

M
ex

ic
an

 o
r 

M
ex

ic
an

- 
A

m
er

ic
an

  

N
at

iv
e 

– 
A

m
er

ic
an

  

Pa
ci

fic
 I

sl
an

de
r,

 
ot

he
r 

A
si

an
 

W
hi

te
  

D
is

ab
le

d 
 

V
et

er
an

 

W
om

en
 

Su
bc

on
tr

ac
to

r 

E
m

pl
oy

ee
 

A
pp

re
nt

ic
e 

Total 
#  

6! ! ! ! ! ! 2! 92! ! 2! 45! ! 147! !

% of  
assets  

4! ! ! ! ! ! 1! 64! ! 1! 30! ! 100! !

 
  
Explain whether current workforce is racially and ethnically proportionate to the area from which the workforce is 
drawn (national, state, or local).  Use separate sheet if necessary.  
  
!
Yes,!CollegeNET’s!workforce!reflects!the!racial!and!ethnic!diversity!of!the!Portland,!Oregon!area!within!reasonable!
statistical!deviation.!For!more!information!about!the!racial!and!ethnic!diversity!of!Portland,!Oregon,!please!see!the!U.S.!
Census!Bureau!summaries!at!http://quickfacts.census.gov/qfd/states/41/4159000.html.!

  
Detail steps taken by vendor since inception to assure non-discriminatory recruiting, hiring, and apprenticeship, 
placement, promotion, demotion, layoff and termination practices.  Use separate sheet if necessary.  
  
!!
CollegeNET!strictly!prohibits!discrimination!against!any!employee!or!applicant!for!employment!because!of!the!
individual’s!race,!color,!religion,!sex!(including!pregnancy!and!gender!identity!or!expression),!sexual!orientation,!genetic!
information,!national!origin,!age,!disability,!veteran’s!status,!or!any!other!characteristic!protected!by!law.!Affirmative!
action!will!be!taken!to!ensure!that!all!employment!decisions,!including!but!not!limited!to!those!involving!recruitment,!
hiring,!promotion,!training,!compensation,!benefits,!transfer,!discipline,!and!discharge,!are!free!from!unlawful!
discrimination.!CollegeNET!also!provides!reasonable!accommodation!to!otherwise!qualified!individuals!with!a!disability!
consistent!with!the!law.!
!!

  
What are you interested in providing the District? (e.g., construction, consulting, goods or services).  
 

  
CollegeNET!is!offering!its!web<based!academic!and!event!scheduling!solution,!25Live,!along!with!the!whole!Series25!suite!
of!tools.!25Live!is!a!fully!web<based!class!and!event!scheduling!and!publishing!system.!It!provides!easy<to<use!space!and!
resource!availability!checking,!comprehensive!academic!and!non<academic!event!scheduling!and!management,!
comprehensive!workflow!notification!and!communication!functionality.!It!also!provides!extensive!space,!resource,!and!
organization/contact!data!management!and!security!capabilities.!
!
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Main Headquarters Office(s)  
Address/Telephone  
  

 
1. CollegeNET,!Inc.!
805!S.W.!Broadway!Ave.,!Suite!1600!
Portland,!OR!97205!
(503)!973<5200!
 

(List all as applicable)  2. N/A 
  

  
  

3. N/A 
  

Total # of Employees: _147_  
  
  
  

Local Office(s) Address/Telephone  1. N/A 
  
(List all as applicable)  
  

  

 
2. N/A 
  
3. N/A 
  

Total # of Employees: __0__   
  

Name and list residential zip code 
for each employee, subcontractor, 
or apprentice for awarded 
contract   
  
  

(Please use the Zip+4®)   
Use separate sheet as necessary  
  

1. 97205<3356!
2. N/A   
3. N/A 
4. N/A 
5. N/A 
6. N/A 
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ENVIRONMENTALLY SUSTAINABLE PROCUREMENT  

  
It is the policy of the Peralta Community College District (Board Policy 2.40, Environmental Sustainability), to 
purchase products or services that help to minimize the adverse effects on human health and the environment, 
when compared to other products and services that serve the same purpose with comparable efficacy.  The 
District recognizes that environmentally responsible purchasing will help create and sustain markets for 
environmentally sustainable products, and is committed to encouraging the procurement of environmentally 
sustainable products, such as products with high recycled content, remanufactured products, FSC certified 
lumber, Energy Star rated equipment, low and no VOC paints, low-toxicity cleaning supplies and Green Seal 
approved chemicals, locally sourced organic/sustainably grown foods, compostable utensils, non polystyrene food 
containers, non petroleum-based inks, and will promote contracting with businesses in close proximity, to reduce 
our carbon footprint and to promote the District’s SLBE program.  
  
The District’s formal Environmental Sustainability Policy 2.40 is available for download at www.peralta.edu; click 
on the District Services Center tab and then Purchasing to view the environmentally sustainable purchasing 
policy.  
  
Vendor Statement and Signature  
  
The long-term goal of the District is to purchase products with zero waste, high recycled content, 
produced and delivered in an environmentally sustainable manner.  Does your product or service 
promote the District’s Environmentally Sustainable Procurement goal?  

___X___Yes*  ______No  

 
*If Yes, you are required to describe how your product or service that you are providing to the District will 
promote the District’s Environmentally Sustainable Procurement goal.  

 
 

CollegeNET!is!very!conscious!of!the!need!for!corporations!to!be!good!citizens!that!take!seriously!their!role!in!
environmental!stewardship.!The!SaaS!deployment!solution!for!25Live,!for!example,!currently!supports!over!350!
institutions!on!a!CollegeNET<maintained!infrastructure!instead!of!requiring!each!institution!to!maintain!their!own!
customer<hosted!database!deployment.!Use!of!the!25Live!web<based!system!has!helped!many!institutions!dramatically!
reduce!their!use!of!paper!printouts!of!records!and!reports!(as!have!other!CollegeNET!products!such!as!customized!
online!applications!and!class!review!submissions).!CollegeNET!offices!are!in!a!LEED!AP!certified!“Green”!building!
(http://www.usgbc.org/leedap)!in!downtown!Portland,!Oregon.!More!than!one<third!of!employees!commute!by!bus!or!
bicycle;!CollegeNET!encourages!and!subsidizes!alternative!commuting.!CollegeNET!continues!to!develop!technologies!
that!reduce!the!consumption!of!paper!and!improve!the!efficient!use!of!physical!resources!on!campuses.!
  

 

I certify (or declare) under penalty of perjury that the foregoing is true and correct.  

Contractor Name:  _CollegeNET,!Inc._________________     Title: _Series!25!Sales!Manager_____________ 

Authorized Signature: _____________________________      Date:  _05/26/2015____________________!
! !
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CERTIFICATE REGARDING WORKERS’ COMPENSATION 
  
  
Labor Code Section 3700 in relevant part provides:  
  
 “Every employer except the State shall secure the payment of compensation in one or more of the following ways:  
  

(VII) By being insured against liability to pay compensation in one or more insurers duly authorized to write 
compensation insurance in this State.  

  
  (b)  Be securing from the Director of Industrial Relations a certificate of consent to self-insure, which  

may be given upon furnishing proof satisfactory to the Director of Industrial Relations of ability to selfinsure and to 
pay any compensation that may become due to his employees.”  

  
I am aware of the provisions of Section 3700 of the Labor Code which require every employer to be insured against liability 
for workers’ compensation or to undertake self-insurance in accordance with the provisions of that code, and I will comply 
with such provisions before commencing the performance of the work of this Contract and will require all subcontractors to 
do the same.  
  
            
_CollegeNET!Inc.________________________ 
Contractor  
  
  
By:  _______________________________________  
  
  
(In accordance with Article 5 [commencing at Section 1860], Chapter 1, Part 7, Division 2 of the Labor Code, the above 
certificate must be signed and filed with the awarding body prior to performing any work under this Contract.)  
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Statement of Equal Employment Opportunity 
  
  
  
I hereby certify that _CollegeNET!Inc._______________________________________________  
        (Legal Name of Vendor/Consultant/Contractor)  
  
Will not discriminate against any employee or applicant for employment because of race, creed, sex, 
color or national origin and shall insure compliance with all provisions of Executive Order No. 11246 
(as amended by Executive order No.11375).    
  
The vendor’s questionnaire requests information for record keeping purposes only.  The information 
requested will not be used as a basis for contract award.    
  
However, after a contract is awarded to your company, the District requires your company to 
report:  
  

a. Actual racial, gender and residential workforce composition of your company for the contract 
work.  

b. Actual racial, gender and residential workforce composition of subcontractors for the contract 
work.  

c. Number of apprenticeship workforce for the contract work.  
  
This report must be submitted to the District Department of General Services on a quarterly basis.  
  
I declare under penalty of perjury under the laws of the state of California that the information I have 
provided herein is true and correct and is of my own personal knowledge.    
  

     BY: _____________________________05/26/2015_______  
!                   Date  

  
  

                                                                          _Ben!Schnoor______________  
      Print Name  
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SLBE/SELBE SELF CERTIFICATION AFFIDAVIT 
  
I certify under penalty of perjury that my firm meets the District’s definition of a Small Local Business  
Enterprise or a Small Emerging Local Business Enterprise and resides in the geographic location of the District’s 
market area and qualifies for the below preference.  The maximum preference will be five percent of the bid 
amount of the lowest responsible bidder, and may not exceed $50,000.00 for any bid.  The preference is only 
used for computation purposes to determine the winning bidder; the contract is awarded at the actual bid 
amount.  The District’s Contract Compliance Office will determine whether this requirement has been fulfilled.  
Bidders may only claim one of the below preferences.  
  

Certification Status  
  

Preference  
Preference Claimed 

(check only one)  

SLBE    5% of lowest bid    

SELBE   5% of lowest bid    

25% of Subcontractors are  
SLBE/SELBE  4% of lowest bid    

Not Applicable  None  ✓ 
  

  
1. I acknowledge and am hereby advised that upon a finding of perjury with the claims made in this self 

certification affidavit the District is authorized to impose penalties which may include any of the following:  
  

a) Refusal to certify the award of a contract  
b) Suspension of a contract  
c) Withholding of funds  
d) Revision of a contract for material breach of contract  
e) Disqualification of my firm from eligibility for providing goods and services to the Peralta Community 

College District for a period not to exceed five (5) years  
  
2. I acknowledge and have been advised and hereby agree that my firm will be required to provide proof (and 

if applicable, my SLBE and SELBE Subcontractors will provide proof) of the status claimed on this self-
certification affidavit 48 hours after bid opening.  Proof of status claimed includes tax returns from the 
previous three years and past contracts to determine the size and geographical location of my firm.  

  
3. I declare that the above provisions are attested to under penalty of perjury under the laws of the State of 

California.  
  

RFP Number:   _14<15/36______________                RFP Name:   _Classroom!Schedule!IT!Project________ 
 
______________________________________   _05/26/2015_________________ 
 Signed           Date  
      
  
_Ben!Schnoor_____________________________   _Series25!Sales!Manager_________ 
 Printed or typed name      Title  
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NON-COLLUSION AFFIDAVIT 
(To be executed by Proposer and submitted with proposal)  

  
  

  
State of California, County of _Alameda!(Proposer!is!located!in!Multnomah!County,!Oregon)____   
  

(Name) _Ben!Schnoor____________________, being first duly sworn, deposes and says that he or she is (title) 
_Series25!Sales!Manager_________ of  
(company) _CollegeNET!Inc._______ the party making the foregoing bid that the bid is not made in the interest 
of, or on behalf of, any undisclosed person, partnership, company, association, organization, or corporation; that 
the bid is genuine and not collusive or sham; that the bidder has not directly or indirectly induced or solicited any 
other bidder to put in a false or sham bid, and has not directly or indirectly colluded, conspired, connived, or 
agreed with any bidder or anyone else to put in a sham bid, or that anyone shall refrain from bidding; that the 
bidder has not in any manner, directly or indirectly, sought by agreement, communication, or conference with 
anyone to fix the bid price of the bidder or any other bidder, or to fix any overhead, profit, or cost element of the 
bid price, or of that of any other bidder, or to secure any advantage against the public body awarding the 
contract of anyone interested in the proposed contract; that all statements contained in the bid are true; and, 
further, that the bidder has not, directly or indirectly, submitted his or her bid price or any breakdown thereof, or 
the contents thereof, or divulged information or data relative thereto, or paid, and will not pay, any fee to any 
corporation, partnership, company association, organization, bid depository, or to any member or agent thereof 
to effectuate a collusive or sham bid.  
  

I certify (or declare) under penalty of perjury that the foregoing is true and correct.  
  
  
Date:  _05/26/2015_____________  Signature:  _________________________________________ 
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RFP Acknowledgement and Signature Form  

  
  
The undersigned having carefully examined the location of the proposed work, the local conditions 
of the place where the work is to be done, the Invitation, the General Conditions, the Specifications 
and all of the documents for this project, and accurately completed the Bidder’s Questionnaire, 
proposes to enter into a contract with Peralta Community College District to perform the work 
listed in this RFP, including all of its component parts, and to furnish any and all required labor, 
materials, equipment, insurance, bonding, taxes, transportation and services required for this 
project in strict conformity with the plans and specifications prepared, including any Addenda, 
within the time specified.  
  
Addendum Acknowledgement  

The following addendum(s) are acknowledged in this RFP: _Addendum!One,!May!22,!2015______  
  
Acknowledgement and Signature:  
  

1. No Proposal is valid unless signed in ink by the person authorized to make the proposal.              

2. I have carefully read, understand and agree to the terms and conditions on all pages of this 
proposal.  The undersigned agrees to furnish the services stipulated on this proposal.    

Vendor Name: _CollegeNET!Inc._____________ Title: _Series25!Sales!Manager______________ 
 
Contact Person: _Ben!Schnoor__________________________________________________  
 
Address: _805!S.W.!Broadway!Ave.,!Suite!1600! ! Portland,!OR! ! 97205<3356____   

Telephone: _(503)!973<5200________________      Fax: _(503)!973<5252_________________ 

Contractor License #: ____________________        Expiration Date: ___________________ 

Federal Tax Identification Number:  _93<0692796_____  
 
Authorized Signature: ____________________________________  Date:  _05/26/2015_________   
 

Decline Proposal:  
  
We do not wish to submit a Proposal on this Project.  Please state your reason below.  Please also indicate if 
you would like to remain on our vendor list.  
  
Reason:  
____________________________________________________________________________  
  
____________________________________________________________________________  
 
  
Company:_____________________________  Address: _____________________________________  
  
Name:  ___________________________ Signature_________________________ Date: _________  

  



The ACORD name and logo are registered marks of ACORD

CERTIFICATE HOLDER

© 1988-2014 ACORD CORPORATION.  All rights reserved.
ACORD 25 (2014/01)

AUTHORIZED REPRESENTATIVE

CANCELLATION

DATE (MM/DD/YYYY)CERTIFICATE OF LIABILITY INSURANCE

LOCJECT
PRO-POLICY

GEN'L AGGREGATE LIMIT APPLIES PER:

OCCURCLAIMS-MADE

COMMERCIAL GENERAL LIABILITY

PREMISES (Ea occurrence) $
DAMAGE TO RENTED
EACH OCCURRENCE $

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GENERAL AGGREGATE $

PRODUCTS - COMP/OP AGG $

$RETENTIONDED

CLAIMS-MADE

OCCUR

$

AGGREGATE $

EACH OCCURRENCE $UMBRELLA LIAB

EXCESS LIAB

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

INSR
LTR TYPE OF INSURANCE POLICY NUMBER

POLICY EFF
(MM/DD/YYYY)

POLICY EXP
(MM/DD/YYYY) LIMITS

PER
STATUTE

OTH-
ER

E.L. EACH ACCIDENT

E.L. DISEASE - EA EMPLOYEE

E.L. DISEASE - POLICY LIMIT

$

$

$

ANY PROPRIETOR/PARTNER/EXECUTIVE

If yes, describe under
DESCRIPTION OF OPERATIONS below

(Mandatory in NH)
OFFICER/MEMBER EXCLUDED?

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY Y / N

AUTOMOBILE LIABILITY

ANY AUTO
ALL OWNED SCHEDULED

HIRED AUTOS
NON-OWNED

AUTOS AUTOS

AUTOS

COMBINED SINGLE LIMIT

BODILY INJURY (Per person)

BODILY INJURY (Per accident)
PROPERTY DAMAGE $

$

$

$

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED.  NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

INSD
ADDL

WVD
SUBR

N / A

$

$

(Ea accident)

(Per accident)

OTHER:

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW.  THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
IMPORTANT:  If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed.  If SUBROGATION IS WAIVED, subject to
the terms and conditions of the policy, certain policies may require an endorsement.  A statement on this certificate does not confer rights to the
certificate holder in lieu of such endorsement(s).

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

INSURED

PHONE
(A/C, No, Ext):

PRODUCER

ADDRESS:
E-MAIL

FAX
(A/C, No):

CONTACT
NAME:

NAIC #

INSURER A :

INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

INSURER(S) AFFORDING COVERAGE

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

3/12/2015

Woodruff-Sawyer Oregon, Inc.
1001 SW 5th Avenue, Suite 1000
Portland OR 97204

CollegeNET, Inc.
805 SW Broadway, Suite 1600
Portland OR 97205

Atlantic Specialty Insurance Compan
SAIF Corporation
Beazley Insurance Company

27154
36196
37540

Mary-k Reed
503-416-7180 503-243-1815

mreed@wsandco.com

COLLINC-01

136056064

A 7110112960005 12/31/2014 12/31/2015 1,000,000

1,000,000

10,000

Excluded

2,000,000

2,000,000

X

X

X

A

X X

7110112960005 12/31/2014 12/31/2015 1,000,000

A X

X

X

0

7110112960005 12/31/2014 12/31/2015 4,000,000

4,000,000

B
A

517662-OR
4060405790002

1/1/2015
1/1/2015

1/1/2016
1/1/2016

X

500,000

500,000

500,000
C Tech E&O, Computer

Network Security, &
Multimedia/Adv. Liability

V119B4140401 5/14/2014 5/14/2015 Claims Made Retro
Limit
Deductible

05/14/2011*
$1,000,000
$100,000

*Multimedia and Advertising Liability Retro Date is 5/14/2013.
Operations of the Named Insured subject to the terms, conditions and exclusions of the policy issued by the Insurance Company.

Evidence of Coverage
805 SW Broadway, Suite 1600
Portland OR 97205
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CollegeNET Series25 Client References 
 
 
Client:  Orange Coast College (Coast Community College District) 
 

Contact Name:  
Contact Address:  
Contact Phone: 
Contact Email: 

Nathalie Ferrero 
2701 Fairview Road, Costa Mesa, CA 92626 
(714) 432-5694 
nferrero@occ.cccd.edu 

 
Client:  MiraCosta College 
 

Contact Name:  
Contact Address:  
Contact Phone: 
Contact Email: 

Gwen Partlow 
One Barnard Drive, Oceanside, CA 92056 
(760) 795-6813 
gpartlow@miracosta.edu 

 
Client:  Loyola Marymount University 
 

Contact Name:  
Contact Address:  
Contact Phone: 
Contact Email: 

Elmo Johnson 
1 LMU Drive, Los Angeles, CA 90045 
(310) 338-3982 
elmo.johnson@lmu.edu 

 
Client:  California State University – San Marcos 
 

Contact Name:  
Contact Address:  
Contact Phone: 
Contact Email: 

Brad Atherton 
333 S. Twin Oaks Valley Road, San Marcos, CA 92096 
(760) 750-8890 
batherto@csusm.edu 

 
Client:  California State University – Fresno 
 

Contact Name:  
Contact Address:  
Contact Phone: 
Contact Email: 

Anne Burkholder 
5200 North Barton Avenue, M/S ML 54, Fresno, CA 93740 
(559) 278-7523 
aburkhol@csufresno.edu 

  



 
 
 
 

 
 

CollegeNET, Inc. Cost Proposal  
 

for 
 
 
 
 

Peralta Community College District 
Berkeley City College 
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CollegeNET is pleased to honor this proposal for 90 days. 



 
805 SW Broadway, Suite 1600, Portland, Oregon  97205 

 

CollegeNET, Inc. is a leading developer of advanced class, event, space, and resource management software and 
services, providing scheduling and analytics solutions to more than 900 colleges and universities. Founded in 
1977, CollegeNET combines the stability and presence of a mature software company with the innovation of an 
internet pioneer. 

The Series25 solution is a web-based software system that provides institution-wide integration of academic and 
event scheduling; a fast, efficient classroom scheduling optimizer; master calendaring; integration with your 
Oracle PeopleSoft Campus Solutions Student Information System; and one-of-a-kind reporting service for master 
planning.  A description of the Series25 products is provided below: 

25Live:  a fully integrated Course and Event Management system.  This fully web-enabled solution reaches all 
areas on campus and integrates people and technology in a seamless and highly efficient manner.  By housing the 
entire database of campus spaces and resources, 25Live ensures no double booking and optimal space & resource 
utilization. Included in your 25Live instance are unlimited users and unlimited published calendars.   

Schedule25:  a batch academic scheduling tool that optimizes campus facility use by mathematically comparing 
section/classroom scenarios, and, based on those scenarios, optimally assigning courses to rooms. Use of 
Schedule25 often reveals 5-10% more space on campus than previously known. 

Oracle PeopleSoft Campus Solutions Interface:  integrates Oracle PeopleSoft Campus Solutions with Series25, 
allowing both systems to remain in sync with class schedules, locations, and instructors.   

Also included:  

SaaS hosting provided by CollegeNET 

Fully documented WebServices API which supports a REST style interface to the Series25 database  

Complete accounting functionality 

Mobile version 

Tablet version 

Single sign on  

OrgSync partnership (bi-directional interface to 25Live provided by OrgSync) 

 
We are pleased to have had the pleasure of working with Peralta Community College District and we look 
forward to extending our services to your institution. 
 
Best Regards, 
 

 
 
Ben Schnoor 
Senior Series25 Sales Manager 
 
 

  



Series25 Scheduling Solution 
 
SaaS* / Hosted by CollegeNET 

25Live Scheduling & Calendaring       
Schedule25 Academic Optimizer      
Oracle Campus Solutions Student Interface     
TOTAL One-Time License Fee    $116,850.00 

Annual Service Fee**      $  45,140.00 (paid in quarterly installments) 

 
*SaaS pricing includes 2 test instances (Dev and QA) and 1 production instance at all times  
*SaaS deployment includes disaster recovery 
*Service Level Agreement guarantees 99.9% up-time and includes credits for downtime 
 
**Service Fee for SaaS inclusive of maintenance and all hosting costs 
**First Quarterly Service Fee starts accruing six months after license effective date 
**CollegeNET does not increase Service Fee if institution’s FTE increases 
 
Complete WebServices API and data map included at no additional cost 
All licenses are unlimited in nature - unlimited users and unlimited calendars 
Please Note:  All costs are net of taxes 
 
 



Optional X25 Reporting & Master Planning Solution  
X25 is a graphical space analysis tool that provides the hard data you need for supporting space management 
decisions and developing sound scheduling policy. A wide array of X25 filters lets you focus on the metrics that 
matter most in managing your campus. X25’s clear, colorful graphs let you immediately spot patterns, discover 
anomalies, and see where your real problems are.   

Here are some questions X25 will help you answer: 
! How well is our space being utilized? 
! When is our space being used most heavily and by whom? 
! Are too many classes occurring in prime time? 
! How can we prevent bottlenecking issues? 
! Are scheduling policies and procedures being followed as often as we’d like? 

 
Examples of policy changes you can analyze with X25: 

! Improving utilization by scheduling more classes in off-peak hours 
! Addressing course demand versus faculty and student availability 
! Striking a better balance between departmental ownership and central scheduling 
! Reconfiguring existing space 
! Modeling to determine if a new building or campus is warranted 

 
 
One Time Licensing Fee:      $50,360.00 
Annual Service Fee:       $21,450.00   (paid in quarterly installments) 
 
Includes a 20% discount off one-time fee for licensing simultaneously with Series25 scheduling solution. 
 

  



“Quick Start” Consulting Services Provided by CollegeNET 
 
Remote Technical Installation Service     Included at no additional cost 
 
CollegeNET technical analyst will provide remote installation services to install and configure the Oracle 
PeopleSoft Campus Solutions Interface.  This service includes installation of 2 test environments and 1 production 
environment. 
 
      Location   Cost* 
Quick Start Implementation Phase I   Oakland, CA   $11,000.00 
       
CollegeNET consultant will work directly with customer core implementation team to review institutional 
scheduling policies & procedures and map those to CollegeNET Series25 best practices.   This service will prepare 
the Customer implementation team on how to collect the data necessary for the Series25 Database Development 
step.  
 
      Location   Cost 
Managing Series25 Data & Security  eLearning   $5,000.00 
 
This eLearning training class explores best practices for setting up master definitions, Series25 data records, 
functional level security, assignment policy, and object level security within the Administration Utility.  By the 
end of the class, participants will be able to: 
 
Navigate the 25Live Administration Utility 
Create and maintain Location, Resource, Organization, Contact & Event records, and master definitions 
Create and maintain Series25 security group, and Functional Level Security 
Create and maintain Assignment Policy for Locations and Resources 
Create and maintain Object Level Security on Locations, Resources, Organizations, Reports & Classes/Events 
 
CollegeNET will provide a Peralta CC District specific class and use PCCD data for the training class.  Maximum 
12 attendees. 
 
      Location   Cost  
Series25 Database Development  Remote   $10,000.00 
   
CollegeNET consultant will coordinate with Customer team to obtain necessary data elements in a spreadsheet 
format. Upon receipt of collected data, CollegeNET consultant will import collected data and develop the 
Series25 database with Customer business practices in mind.  Import of data will occur during the database build 
period and will result in delivery of a Peralta Community College District database ready for Quick Start 
Implementation Phase II. 
 
      Location   Cost 
Configuring Series25    eLearning   $3,000.00 
 
This class covers application functionality, essential aspects of the Configuration Utility, and baseline 
customization techniques for the Event Wizard.  By the end of this class, participants will be able to: 
 
Use the 25Live Configuration Utility to customize the Event Wizard and set system defaults 
Use the 25Live Configuration Utility to set 25Live defaults. 
Understand how to set up and maintain the Viewer seat user. 
 
CollegeNET will provide a Peralta CC District specific class and use PCCD data for the training class.  Maximum 
12 attendees. 



 
 
      Location   Cost* 
Quick Start Implementation Phase II   Oakland, CA   $11,000.00 
       
CollegeNET consultant will work with Customer staff to familarize system administrators with key Series25 
implementation concepts including: Use of Configuration tool, system security, and will also provide end user 
training to a maximum of 12 participants. 
 
      Location   Cost 
Academic Cycle Review    Remote   $4,000.00 
       
CollegeNET consultant will provide four 3-hour online consulting sessions on how to best configure and run the 
academic cycle of classes from Oracle PeopleSoft Campus Solutions to Series25 and back, as well as how to use 
the Schedule25 Optimizer. The consulting will be provided in your Series25 environment. 
 
Total Turn Key Implementation Services = $44,000.00  
*does not include travel related expenses 
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CollegeNET Exceptions to RFP Terms and Conditions 
 
CollegeNET takes exception to the below attachment subsections: 
 
1.  Page 6.  Section II., subsection 2.2 (Technical Requirements), item 4.  CollegeNET interprets the, "End 
User License Agreement with unlimited users and Service Level Agreement with credits for down-time," to 
be CollegeNET's Master Services Agreement, Service Selection Addendum for Series25 Services, and 
Series25 Service Level Agreement.  Please see these documents in the attachments section. 
 
2.  Page 7.  Section III., subsection 3.2 (Rights in Data).  Delete in its entirety. 
 
3.  Attachment 4.  Note that the second sentence above the signature line requires submittal of a report on 
a quarterly basis. CollegeNET does not regularly provide such reports. 
 
4.  Attachment 8.  Section 3 (INDEMNIFICATION).  Rewrite this provision as follows: 

a)  CONTRACTOR agrees to defend DISTRICT, its officers, agents, and employees from and against any 
third party claim for personal injury, death, or damage to property to the extent caused by the 
negligence of CONTRACTOR hereunder, and CONTRACTOR will pay all damages, expenses, including 
reasonable attorney's fees, and witness costs that are attributable to the claim.  DISTRICT will provide 
CONTRACTOR with prompt written notice of the claim, permit CONTRACTOR to control the defense 
or settlement of the claim, and cooperate reasonably with CONTRACTOR in such defense or settlement.  
The obligations contained in this section are not limited in any way by any limitation on the amount or 
type of damages or compensation payable to or for CONTRACTOR or its agents under workers' 
compensation acts, disability benefit acts, or other employee benefit acts. 
 
b)  CONTRACTOR shall be liable to DISTRICT for any loss or damage to DISTRICT property to the 
extent caused by CONTRACTOR's negligence. 

 
5.  Attachment 8.  Section 4 (INSURANCE).  Subsection (h) (Material Breach).  Delete everything after the 
first sentence. 
 
6.  Attachment 8.  Section 6 (MERGER).  Rewrite the first sentence as follows: 

This writing, including CONTRACTOR's Master Services Agreement, Service Selection Addendum for 
Series25 Services, and Series25 Service Level Agreement, is intended as the final expression of the 
Agreement between the parties hereto with respect to the included terms and as a complete and 
exclusive statement of the terms of the Agreement. 

 
7.  Attachment 8.  Section 8 (TRANSFER OF RIGHTS).  Delete in its entirety. 
 
8.  Attachment 8.  Section 12 (OWNERSHIP OF WORK PRODUCT).  Delete in its entirety. 
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Quick Start Deployment for Series25 
Expert On-Site Setup and Training  
 
 
Make sure your Series25 scheduling system is professionally implemented and running according to Best Practices. 
Whether you’re new to online scheduling or upgrading your current system to 25Live, our Quick Start consultants 
provide all the expert setup and staff training you need. 
 
 
Quick Start consulting services include two three-day sessions of on-site meetings and training, covering  topics your 
staff and constituents need to know for operating the Series25 solution; database development or clean up; plus 
eLearning courses and online academic cycle review sessions.  

 

Who should attend Quick Start training sessions?   

Academic and event schedulers, project managers, facilities managers, service providers, and technicians  

 

Quick Start setup and training includes: 

Introduction and demonstration of 25Live and Schedule25 Optimizer 

Security discussion and instruction 

Review and mapping of current campus scheduling policies and procedures to CollegeNET’s best practices 

Data gathering instruction – Thorough preparation for collecting information to create the system database. This step 
includes development of a master list of location categories, features, room layouts and attributes, etc., and guidance 
on conducting campus inventory. 

Database development – CollegeNET’s consultant builds the scheduling system database using the campus inventory 
master list based on data you have collected 

Training workshops – Workshops cover updating security to ensure compatibility with 25Live; set-up of a requestor 
event wizard and a default scheduling event wizard; updating of administrative settings; use of configuration tool 
and system security 

User Training – Instruction for campus trainers on using 25Live. Topics include location searching, booking events, 
approving events, and running reports.  

eLearning Courses: 25Live Administration Utility; Configuring Series25 

Academic Cycle review – Remote consultations on how to best configure and run an academic cycle of classes from 
your Student Information System to the Series25 scheduling system 

Interface installation and configuration – CollegeNET tests the interface and makes any necessary adjustments to 
ensure proper set up  

 

For More Information: 
Please contact us at 503.973.5200 or at sales@collegenet.com. 



Series25 Quick Start Implementation

PROJECT DETAILS

DATE MILESTONE POSITION

1-Jul Remote Technical Installation of PeopleSoft Interface 18

8-Jul Quick Start Implementation Phase I -10

15-Jul Managing Series25 Data & Security eLearning 10

19-Aug Completed Data Collection Spreadsheet Returned to Consultant 12

23-Sep Series25 Database Development is Completed -12

30-Sep Configuring Series25 eLearning 10

14-Oct Quick Start Implementation Phase II -10

4-Nov Academic Cycle Review 12

2-Dec Complete Testing and Go Live -12

REMOTE TECHNICAL INSTALLATION OF PEOPLESOFT 
INTERFACE 

QUICK START IMPLEMENTATION PHASE I 

MANAGING SERIES25 DATA & SECURITY ELEARNING 

COMPLETED DATA COLLECTION SPREADSHEET RETURNED 
TO CONSULTANT 

SERIES25 DATABASE DEVELOPMENT IS COMPLETED 

CONFIGURING SERIES25 ELEARNING 

QUICK START IMPLEMENTATION PHASE II 

ACADEMIC CYCLE REVIEW 

COMPLETE TESTING AND GO LIVE 

1 Jul 1 Aug 1 Sep 1 Oct 1 Nov 1 Dec 



Implementation 
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Series25 Implementation Checklist with “Quick Start” service

Introduction

This document is intended for use by new Series25 customers to guide you through the Series25 
implementation process that includes the CollegeNET Quick Start service. “SaaS” refers to Software 
as a Service implementations where the Series25 environment is installed and maintained at 
CollegeNET. “DBCS” refers to Database at Customer Site implementations where the Series25 
environment is installed and maintained at your site. Information and tasks not marked “SaaS” or 
“DBCS” apply to all customers implementing Series25 with the Quick Start service. 

The components of your Series25 environment

Series25 is a comprehensive solution that provides institution-wide academic and event scheduling 
and calendaring tools that improve scheduling efficiency by using a single centralized Series25 

database for all scheduling information.

This Series25 product... Is...

25Live A web-based event scheduling, publishing, e-commerce, and accounting 
application. 25Live provides the convenience of web access, easy to use 
space and resource availability checking, and event request, scheduling, 
editing, and e-commerce capabilities, as well as comprehensive data and 
security management and system configuration capabilities. Its Publisher 
component allows you to easily publish classes and events to completely 
customizable embeddable calendars on your campus website(s)

The 25Live product comprises:

• 25Live used for academic and non-academic event scheduling, 
publishing, e-commerce, and accounting

• The 25Live Configuration Utility used to configure the system

• The 25Live Administration Utility used for data and security 
management and to run the Schedule25 Optimizer

Schedule25 Optimizer An automated bulk classroom scheduling optimizer, accessed and used from 
the 25Live Administration Utility.

Series25-SIS Interface An interface that integrates the Series25 environment and database with your 
student information system (SIS) for seamless academic event scheduling and 
management.

X25 A web-based, graphical space analysis decision support system that uses 
exported Series25 data as the data pool for its analyses.

Note Some sites don’t license X25. For more information on this product, 
contact series25implementation@collegenet.com.
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Your customer Series25 implementation team 

Before you begin the Series25 implementation process, assemble a team of schedulers, technical 
personnel, and campus service providers—experts in your scheduling environment and data, event 
support services, and technical environment. Many of the roles that comprise a successful 
implementation team are part time and episodic, and can be combined with other responsibilities. 
Most of these roles will experience a spike in activity in the early stages of your implementation, but 
may have few, if any, day-to-day responsibilities once the Series25 environment has matured and 
stabilized.

Typical team member roles and core competencies:

• An Executive-level Implementation Champion who possesses the political muscle to push 
campus initiatives and the authority to allocate funds and resources to your Series25 
implementation team.

• A Project Manager who understands campus policies and politics, is authorized to make 
implementation decisions, and is effective at managing the efforts of others on the team. 
This role is frequently filled by the Functional Administrator defined below.

• A Functional Administrator who understands your school’s scheduling needs and is able to 
administer Series25 software, set up security, configure the environment, and manage the 
needs of users.

• A Database Administrator (DBA), for DBCS implementations, who can manage your 
Series25 database. 

• An SIS Coordinator (if implementing the Series25-SIS Interface) who is familiar with your SIS 
scheduling data and can help the rest of the team coordinate and synchronize pertinent data 
between the Series25 and SIS databases.

• Key Academic and Non-Academic Schedulers who understand the policies and practices of 
your event scheduling environment and the event-related data you maintain.

• Key Event Service Providers who understand the services required to support events on your 
campus. 

This Series25 product... Is...

Series25 WebServices A development toolkit that the CollegeNET Series25 development staff uses 
internally, and that can be used by IT professionals on your campus to publish 
data from your Series25 database as XML over HTTP for web-based data 
integration and application development. It is included with your Series25 
license. 

Series25 WebServices is required for 25Live and Series25-SIS Interface use. It 
also enables you to use the Series25 Import Utility to load some of your 
existing space, resource, and contact information into the Series25 database.
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• A Network Administrator who is able to install the Series25-SIS Interface and, for DBCS 
implementations, is able to install and maintain Series25 WebServices and 25Live.

• A Web Administrator/Developer who is able to customize embeddable event calendars

Series25 Implementation and Support Services

The Series25 Quick Start Implementation Service

The Series25 Quick Start Implementation Service is deployed in three phases with an end goal of 
providing you with a fully operational Series25 environment. Through interviews and data requests, 
CollegeNET staff help you gather your data and build your Series25 environment, then train you in 
maintaining and using your Series25 solution. When the service is complete, you will be ready to 
go live with a Series25 environment that is tailored specifically to your institutional needs and 
adheres to CollegeNET best practices. The Quick Start service is generally completed within a six to 
nine month period.

Series25 Support Services

CollegeNET provides an extensive product information and training portal—Series25 Customer 
Resources—that is available free to all Series25 customers:

http://knowledge25.collegenet.com/display/CustomerResources

Portal access requires a special username and password. Contact support@collegenet.com for 
access information.

You can also contact any of these CollegeNET support groups for more specific assistance:

To contact... Email...

Series25 Implementation series25implementation@collegenet.com

Series25 Training training@collegenet.com

Series25 Technical Support support@collegenet.com

Series25 Functional Support asktrainers@collegenet.com

series25implementation@collegenet.com
training@collegenet.com
http://knowledge25.collegenet.com/display/CustomerResources
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Phase 1 - Beginning your Series25 implementation

Done
9

Task Responsible Party

q 1 Schedule an initial implementation conference call between 
your implementation team and your Series25 Account 
Manager. Contact your Account Manager at 
series25implementation@collegenet.com. Review the initial 
implementation steps below prior to the call.

Customer Project Manager

q 2 Develop an implementation plan and timeline in conjunction 
with your CollegeNET Series25 Quick Start representative. 
Decide how you want to “roll out” Series25 to your campus 
scheduling offices. Review the entire implementation 
checklist and decide who’ll do what and when.

Customer Project Manager

q 3 Allocate servers for installation of Series25 components. Customer Network 
Administrator

q 4 Contact your CollegeNET Account Manager to schedule 
remote installation services from CollegeNET technicians. 

Customer Project Manager

q 5 DBCS: Working with a CollegeNET technician, install the 
Series25 products you licensed and Series25 WebServices.

CollegeNET Technician

Customer Network 
Administrator
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q 6 If you licensed the Series25-SIS Interface from CollegeNET, 
working with a CollegeNET technician:

• Review 25Live Technical Specifications for the Interface 
and allocate local servers to specification.
http://knowledge25.collegenet.com/display/
CustomerResources/Series25+Technical+Specifications

• Download Interface software from here:
http://knowledge25.collegenet.com/display/
CustomerResources/Series25+Software+Downloads

• Install the Interface following the installation instructions 
available here:
http://knowledge25.collegenet.com/display/
CustomerResources/Series25+Interface+Documentation

Document reference: Implementing and Using the Series25-
SIS Interface v3.4

Training reference: Series25-SIS Interface video tutorial 
available here: http://knowledge25.collegenet.com/display/
Series25/v3.3.I+Series25-SIS+Interface+Video+Tutorial

If you licensed the Colleague-Series25 Interface from 
Ellucian: 

• Download and install the interface from the Ellucian site. 
For assistance please see our Ellucian support number 
index page: http://knowledge25.collegenet.com/display/
Series25/Ellucian+Support+of+the+Colleague-
Series25+Interface

• Download, install, and configure the Interface Connector 
from CollegeNET: http://knowledge25.collegenet.com/
display/Series25/Interface+Connector

CollegeNET Technician

Customer Network 
Administrator

Done
9

Task Responsible Party

http://knowledge25.collegenet.com/display/CustomerResources/Series25+Technical+Specifications
http://knowledge25.collegenet.com/display/CustomerResources/Series25+Technical+Specifications
http://knowledge25.collegenet.com/display/CustomerResources/Series25+Technical+Specifications
http://knowledge25.collegenet.com/display/CustomerResources/Series25+Software+Downloads
http://knowledge25.collegenet.com/display/CustomerResources/Series25+Interface+Documentation
http://knowledge25.collegenet.com/display/Series25/Ellucian+Support+of+the+Colleague-Series25+Interface
http://knowledge25.collegenet.com/display/Series25/Interface+Connector
http://knowledge25.collegenet.com/display/Series25/Interface+Connector
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Phase 2 - Assessing and documenting Series25 data, and creating the Series25 database

Done
9

Task Responsible Party

q 7 DBCS: Give remote access to your CollegeNET Account 

Manager to assess technical application functionality prior to 

the onsite visit of your Quick Start 1 consultant. 

Customer Functional 

Administrator

q 8 Conduct Quick Start 1. CollegeNET professional 

services consultant conducts 

Quick Start 1

Customer Functional 

Administrator and Series25 

implementation team attend 

Quick Start 1

q 9 Assess your current campus scheduling data. In each of the 

pertinent data areas listed below, determine how much data 

you have (and need), the accuracy of the data, where the data 

is stored, and who maintains and controls the data.

• Locations (rooms and other facilities)

• Resources (equipment, services, personnel)

• Organizations that schedule or sponsor events on your 

campus (academic departments, 

on-campus groups, off-campus groups)

• Contacts (25Live users and organizational contacts)

• Academic events

• Non-academic events

Review your scheduling policies, practices, and workflow.

Customer Project Manager 

and Series25 implementation 

team

q 10 Fill out the Excel spreadsheet provided to you by CollegeNET 

based on the data analysis you did in step 9 and send it to 

CollegeNET. 

Customer Series25 

implementation team

q 11 DBCS: Provide ongoing remote access to your Administration 

and Configuration sites for your CollegeNET consultant so the 

consultant can create data based on the spreadsheets you’ve 

provided directly into your Series25 database.

Customer Network 

Administrator

q 12 Based on the information provided to CollegeNET by the 

customer, build and populate the customer’s Series25 

database directly into the customer’s 25Live sites.

CollegeNET professional 

services representative
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q 13 (Optional) If you decide to integrate to your current LDAP 
authentication system or single sign-on Shibboleth system, 
contact your Account Manager for assistance.

Document reference:

LDAP: http://knowledge25.collegenet.com/display/Series25/
Series25+LDAP+and+Authentication

Shibboleth: http://knowledge25.collegenet.com/display/Series25/
Series25+Authentication+with+Shibboleth

Customer Network 
Administrator

The “service25” user

For SaaS deployments, CollegeNET has included a Series25 User, 
“service25,” which is used for support and maintenance. Please do 
not remove, inactivate, or change the password or security group 
for this user. 

Alteration of this service account will break many of your Series25 
environments. 

Done
9

Task Responsible Party

http://knowledge25.collegenet.com/display/Series25/Series25+LDAP+and+Authentication
http://knowledge25.collegenet.com/display/Series25/Series25+Authentication+with+Shibboleth
http://knowledge25.collegenet.com/display/Series25/Series25+Authentication+with+Shibboleth


Series25 Implementation Checklist with Quick Start service - August 2014 8

Phase 3 - Completing Quick Start 2 and the Academic Cycle

Done

9
Task Responsible Party

q 14 Conduct Quick Start 2. CollegeNET professional services 
consultant conducts Quick Start 2

Customer Functional Administrator 
and Series25 implementation team 
attend Quick Start 2

q 15 Non-Colleague SIS sites: Configure the SIS-Series25 
Interface, and configure and test the Interface 
Connector available from CollegeNET.

Document reference: Implementing and Using the 
Series25-SIS Interface v3.4

Training reference: Series25-SIS Interface video 
tutorial available here: http://
knowledge25.collegenet.com/display/Series25/
v3.3.I+Series25-SIS+Interface+Video+Tutorial

Colleague SIS sites: Configure the Colleague-
Series25 Interface. Documentation is available from 
Ellucian. 

Customer SIS Coordinator and Key 
Academic Schedulers familiar with the 
SIS

q 16 If you have purchased the Academic Cycle 
Consulting service, receive this service from your 
CollegeNET consultant.

CollegeNET Consultant

Customer SIS Coordinator and Key 
Academic Schedulers

q 17 Go through Academic Cycle functional overview 
available here:
http://knowledge25.collegenet.com/display/
Series25/Academic+Cycle+Overview

Customer SIS Coordinator and Key 
Academic Schedulers familiar with the 
SIS

q 18 Do a test Schedule25 Optimizer run. 

Document reference: Schedule25 Optimizer User 
Guide

Training reference: Using Schedule25 in 25Live

Customer Key Academic Schedulers

http://knowledge25.collegenet.com/display/Series25/Academic+Cycle+Overview
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Done
9

Task Responsible Party

q 19 Test the entire academic event data flow from SIS to 

25Live to the Schedule25 Optimizer and back.

Document reference: 

• Non-Colleague SIS sites: 
Implementing and Using the Series25-SIS 
Interface v3.4
Colleague sites: 

Access documentation for the Colleague-

Series25 Interface from the Ellucian website

• Schedule25 Optimizer User Guide

Training reference: 

• Non-Colleague SIS sites: 
Series25 - SIS Interface video tutorial

• Using Schedule25 in 25Live

Customer Functional Administrator 

and key Academic Schedulers familiar 

with your SIS
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Phase 4 - Configuring/evaluating your environment, completing training, and going “live”

Done

9
Task Responsible Party

q 20 Register for and attend the Configuring Series25 and 
the Managing Series25 Data and Security (25Live 
Administration Utility) eLearning courses.

Customer Functional Administrator

q 21 Configure your 25Live environment using the 
25Live Configuration Utility:

• Home and Application: Set options for 25Live 
defaults and messaging

• Events, Locations, Resources, and Organizations: 
Set end user accessibility to categories, features, 
layouts, cabinets, and so on.

• Event Wizard: Determine the number of custom 
configurations you need and create them. Apply 
security group options based on your custom 
configurations. 

Document reference: 25Live Configuration Utility

Training reference: Configuring Series25

Customer Functional Administrator

q 22 Edit the inst.css file with your school branding 
information.

Document reference: 
http://knowledge25.collegenet.com/display/
Series25/
Branding+the+25Live+Header+with+your+logo+
or+colors

Customer Functional Administrator

q 23 SaaS: Send an image file of your school logo and 
any modifications to the inst.css file to 
support@collegenet.com.

Customer Functional Administrator

q 24 Train additional 25Live users as needed.

If you need a “refresher” training course prior to 
doing this, register and attend the Using 25Live 
eLearning course.

Customer Functional Administrator 
and key Academic and Non-Academic 
Schedulers

q 25 Create test events in 25Live.

Document reference: 25Live online help

Training reference: Using 25Live

Customer Series25 implementation 
team and Academic and Non-
Academic Schedulers
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q 26 Evaluate functional security, object security, and 
assignment policies, and set options for additional 
25Live components including Publisher, SIS Import/
Export, E-Commerce, Accounting, and 
Authentication

Document reference: 

• 25Live Security Administration Guide

• 25Live Data Administration Guide

Training reference: 

• Managing Series25 Data and Security (25Live 
Administration Utility)

• Series25 Security video tutorial

Customer Series25 implementation 
team and Academic and Non-
Academic Schedulers

q 27 Run reports and evaluate report output.

Document reference: 25Live online help

Training reference: Using 25Live

Customer Series25 implementation 
team and Academic and Non-
Academic Schedulers

q 28 Evaluate tasks setup.

Document reference: 

• 25Live online help

• 25Live Security Administration Guide

Training reference: Managing Series25 Data and 
Security (25Live Administration Utility)

Customer Series25 implementation 
team and Academic and Non-
Academic Schedulers

q 29 “Go live” with your Series25 scheduling 
environment.

Customer Series25 implementation 
team

q 30 Email series25implementation@collegenet.com to let 
us know of your success. We’re eager to send our 
congratulations!

Customer Project Manager

Done
9

Task Responsible Party
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Phase 5 - Creating and publishing event calendars, and going “live” with 25Live Publisher

Done
9

Task Responsible Party

q 31 After you’ve been in production for long enough to 
establish some production level events in the 
system, send events you want to publish to the 
25Live Publisher.

Document reference: 25Live Guide to Publishing 
Calendars

Training reference: Configuring Web Publishing

Customer Functional Administrator

q 32 Set up and manage custom fields in 25Live 
Publisher.

Document reference: 25Live Guide to Publishing 
Calendars

Training reference: Configuring Web Publishing

Customer Functional Administrator 
and Web Administrator/Developer

q 33 Decide which “spuds” (widgets that control 
calendar display and operation) you want to use for 
each embedded calendar.

Document reference: 25Live Guide to Publishing 
Calendars

Training reference: Configuring Web Publishing

Customer Web Administrator/
Developer with input from the 
Series25 implementation team

q 34 Apply settings and styles to each spud.

Document reference: 25Live Guide to Publishing 
Calendars

Training reference: Configuring Web Publishing

Customer Web Administrator/
Developer

q 35 Embed calendar spud code into your web presence.

Document reference: 25Live Guide to Publishing 
Calendars

Training reference: Configuring Web Publishing

Customer Web Administrator/
Developer

q 36 “Go live” with your embedded calendars. Customer Web Administrator/
Developer



Series25 Implementation Checklist with Quick Start service - August 2014 13

Appendix - (Optional) Setting up event pricing and notification policies

Done
9

Task Responsible Party

q 1 If you plan to price some of your events, set up event 

pricing using the 25Live Administration Utility. 

Document reference: 25Live Event Pricing

Customer Functional Administrator 

and those members of the Series25 

implementation team and others 

assigned to prepare Series25 data

q 2 Set up notification policies if you need them to 

support your scheduling environment using the 

25Live Administration Utility.

Document reference: 25Live Security Administration 
Guide

Training reference: 

• Series25 Security

• Series25 Security video tutorial

Customer Functional Administrator 

and those members of the Series25 

implementation team and others 

assigned to prepare Series25 data
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25Live Technical Specifications

The 25Live® event request/scheduling, calendaring/publishing, 
and registration/e-commerce solution is available in two 
deployment options: “SaaS – Hosted by CollegeNET” or 
“Database at Customer Site.”

Option 1: SaaS – Hosted by CollegeNET

In this Software as a Service (SaaS) deployment option, 25Live, 
the 25Live Publisher component, the Series25® database, and 
Series25 WebServices all reside on CollegeNET servers; and users 
access everything via the Internet over an SSL connection.

The diagram below shows standard port numbers used for Internet 
connections; arrowheads indicate the direction of initial request.

++  Port number depends on DBMS used by SIS.
#    Value shown represents your LDAP port; 636 is normal for SSL connection.
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Software requirements—Option 1

Web browsers 25Live v24 may be accessed using any of the following browsers:

• Mozilla� Firefox� for Windows� (recommended)
• Google™ Chrome for Windows (recommended)

• Microsoft� Internet Explorer� (IE) for Windows 
• Google Chrome for Macintosh

Notes The system supports the latest version of any of the 
browsers listed above, and up to two major versions back.
There may be minor display differences among browsers 
due to variations in implementation of Web standards.

Single sign-on (optional) Use of the Shibboleth� System for single sign-on user 
authentication is supported by Series25 WebServices and 25Live 
(but not by the 25Live Configuration Utility). For further 
information, see the following FAQiki article (login required):

http://knowledge25.collegenet.com/display/WSW/Shibboleth

Running reports Adobe Reader must be installed on any machine running 25Live 
reports, which use Series25 WebServices.

Series25-SIS Interface The CollegeNET Series25-SIS Interface v3.4 needs to be installed 
at the institution.

For information on the v3.4 Interface setup and architecture, see 
the Series25 FAQiki article here (login required):

http://knowledge25.collegenet.com/display/Series25/Series25-SIS+v3.4+Set-up+and+Architecture

For information on installing the Interface, go here:

http://knowledge25.collegenet.com/display/Series25/Series25-SIS+Interface+v3.4+Installation+Instructions

http://knowledge25.collegenet.com/display/Series25/Series25-SIS+v3.4+Set-up+and+Architecture
http://knowledge25.collegenet.com/display/Series25/Series25-SIS+Interface+v3.4+Installation+Instructions
http://knowledge25.collegenet.com/display/WSW/Shibboleth
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Hardware requirements—Option 1

Series25-SIS Interface 
server

Minimum Series-SIS Interface server requirements

• CPU: 1 GHz minimum

• RAM: 1 GB minimum

• Hard disk space: 10 GB

• VGA monitor or better with 256 colors or better

Supported OS Options: 

Windows Server 2012 (32-bit or 64-bit version), 

Windows Server 2008 (32-bit or 64-bit version), 

Windows Server 2003, Windows 7, or Windows XP

 

If you’re considering a virtual environment
Series25 products, including the Series25-SIS Interface, can be 

installed in a virtualized environment. Please be aware, however, 

that Series25 Customer Support cannot troubleshoot configuration 

issues specific to virtual server.
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Master Services Agreement 

 
Peralta Community College District (“Customer”) agrees to subscribe to certain services 
provided by CollegeNET, Inc. (“CollegeNET”), a Delaware corporation, subject to the terms and 
conditions of this Master Services Agreement (“Agreement”).  This Agreement is effective 
____________, 2015 (“Effective Date”). 
 
1. Service Selection.  The term “Service” means the Services selected from time to time by 

Customer and the software licensed by CollegeNET to Customer.  To select a Service, 
Customer and CollegeNET will execute a Service Selection Addendum.  Each Service 
Selection Addendum will define the particulars of the Service to be provided by 
CollegeNET under such Addendum, including the duration of Customer’s right to access 
the Service.  As soon as commercially practical after execution of the Service Selection 
Addendum, or at a time otherwise agreed by the parties, CollegeNET shall configure and 
set up the Service on CollegeNET’s servers for use by Customer.  Customer and 
CollegeNET may from time to time designate additional Services under this Agreement 
by executing one or more additional Service Selection Addenda. 

 
2. Fees and Payment.  In consideration for the Services provided by CollegeNET, 

Customer agrees to pay CollegeNET the fees set forth in the applicable Service Selection 
Addendum.  Fees are net of taxes and any charges imposed on CollegeNET as a result 
of Customer’s payment process.  If Customer is located outside of the United States, 
CollegeNET reserves the right to require payment of fees by wire transfer or letter of 
credit drawn on a United States-based bank or other bank approved by CollegeNET.  If 
payment terms are not specified in the applicable Service Selection Addendum, payment 
is due within thirty (30) days of the date of invoice.  Any past due invoices will be subject 
to the imposition of interest charges in the amount of one and one-half percent (1.5%) per 
month or the applicable legal rate currently in effect, whichever is lower. 

 
3. License and Restrictions on Use. 

 
3.1. Conditioned upon Customer’s timely payment of all applicable fees, CollegeNET 

grants to Customer a nonexclusive, nontransferable, limited right to access and 
use the selected Services in accordance with this Agreement, the applicable 
Service Selection Addendum, and any applicable CollegeNET policies.  
Customer will not attempt, cause, or permit any modification, alteration, 
decompilation, disassembly, core dumps, reverse engineering, or other internal 
analysis of the Services for any purpose, except to the extent such activity is 
expressly permitted by applicable law. 

 
3.2. The Services are not designed or intended for use in any situation where failure 

or fault of any kind of the Services could lead to death or serious bodily injury of 
any person, or to severe physical or environmental damage (“High Risk Use”).  
Customer will not use the Services in, or in conjunction with, High Risk Use.  
High Risk Use is STRICTLY PROHIBITED.  High Risk Use includes, for 
example, the following:  aircraft or other modes of human mass transportation, 
nuclear or chemical facilities, and Class III medical devices under the Federal 
Food, Drug, and Cosmetic Act. 

 
4. Documentation.  Conditioned upon Customer’s timely payment of all applicable fees, 

CollegeNET grants to Customer a nonexclusive, nontransferable, limited right to use the 
documentation for the Services selected by Customer.  After Customer returns a signed 
Service Selection Addendum to CollegeNET, CollegeNET will provide Customer with 
instructions on how to access the documentation for the selected Service from a secure 
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portion of CollegeNET’s website, www.corp.collegenet.com.  All documentation on 
CollegeNET’s website is CollegeNET Confidential Information (defined below). 

 
5. Training, Support, and Consulting Services.  Training, support, and consulting 

services for a particular Service selected by Customer may be available from 
CollegeNET.  Such services may be specified in the applicable Service Selection 
Addendum or separately contracted for. 
 

6. Migratory Software.  If at any time CollegeNET offers to Customer a new software 
product (“Migratory Software”) that provides at least substantially similar functionality to 
any software licensed by CollegeNET to Customer (“Licensed Software) and notifies 
Customer that the Migratory Software replaces certain Licensed Software, then 
CollegeNET’s obligations to provide service, support, maintenance, and enhancements 
for the Licensed Software replaced by the Migratory Software will terminate automatically 
one (1) year after CollegeNET offers the Migratory Software to Customer. 

 
7. Term and Termination. 
 

7.1. Term.  This Agreement commences on the Effective Date specified above and 
will remain in effect until terminated in accordance with its terms.  The term of a 
Service Selection Addendum will be specified in such Addendum. 

 
7.2. Termination.  Either party may terminate this Agreement by providing ninety (90) 

days written notice to the other party.  If either party defaults on any of its 
obligations under this Agreement (excluding payment obligations which are 
covered below), and the default continues for thirty (30) days after the non-
defaulting party provides written notice thereof, then the non-defaulting party 
may, at its option, terminate this Agreement upon written notice. 

 
7.3. Termination of Service Selection Addendum.  A Service Selection Addendum 

may be terminated in accordance with its terms.  If Customer selects more than 
one Service from CollegeNET, termination of one Service Selection Addendum 
does not automatically terminate any other Service Selection Addenda or this 
Agreement.  Termination of this Agreement automatically terminates any and all 
Service Selection Addenda. 

 
7.4. CollegeNET’s Additional Termination Rights. 

 
7.4.1. Upon notice, CollegeNET may immediately suspend or terminate any or 

all Services, and/or restrict Customer’s ability to use or access the 
Services, if: (a) Customer’s use of the Services is subject to an order 
from a court or governmental entity stating that Customer’s use of the 
Services must cease; or (b) in CollegeNET’s reasonable judgment 
Customer presents a security risk to CollegeNET.  To the extent 
possible, CollegeNET will notify Customer of the circumstances 
regarding the security risk or the terms of the order from the court or 
governmental entity, as applicable. 

 
7.4.2. Upon seven (7) days notice and a failure by Customer to cure, 

CollegeNET may modify, suspend, or terminate any or all Services, 
and/or restrict Customer’s ability to use or access the Services, if, in 
CollegeNET’s sole judgment, Customer’s use of the Services: (a) 
violates any laws or governmental regulations, including, without 
limitation, child pornography, obscenity, data privacy, data transfer, or 
telecommunications laws; (b) may violate any intellectual property rights 
of CollegeNET or a third party; (c) may violate applicable export control 
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regulations; or (d) violates any applicable CollegeNET policies regarding 
use of the Services. 

 
7.4.3. If Customer defaults in the payment of any sum of money due under this 

Agreement, and the default continues for twenty (20) days after 
CollegeNET provides written notice thereof, then CollegeNET may, at its 
option and upon written notice, terminate this Agreement and cease to 
perform all Services provided hereunder.  At CollegeNET’s sole option, 
CollegeNET may terminate only specified Service Selection Addenda 
and cease to perform all Services under such Addenda. Customer 
agrees to reimburse CollegeNET for all reasonable expenses 
CollegeNET may incur in connection with taking the foregoing action, 
including reasonable attorneys’ fees. The remedy contained in this 
section is in addition to any other rights and remedies available to 
CollegeNET under this Agreement, by operation of law, or otherwise. 

 
7.5. Termination Remedies.  The right to terminate this Agreement in the event of 

default is in addition to any other rights and remedies available to the terminating 
party under this Agreement, by operation of law, or otherwise. 

 
7.6. Survival.  Sections 7.5 (Termination Remedies), 7.6 (Survival), 9 

(Confidentiality), 10 (Property Ownership), 12.3 (Disclaimer of Warranties), 13 
(Intellectual Property Infringement), 14 (Limitation of Liability), 16 (Data), 17 
(Taxes), 18 (Export Restrictions), and 20 (General) will survive termination of this 
Agreement.  Payment obligations that arose prior to the date of termination will 
survive termination of the Agreement. 

 
8. Customer’s Responsibilities.  Customer agrees it is solely responsible for and 

assumes all liability relating to the following: 
 

8.1. Decisions about its own computer and communications systems needed to 
access the Services; 

 
8.2. All content and data provided to CollegeNET by or through Customer for use with 

the Services; Customer shall retain backup copies of all such data and content 
initially provided to CollegeNET until implementation or set up of the Services is 
complete; 

 
8.3. Ensuring that any database underlying the Services is populated by Customer; 

 
8.4. Creating and maintaining password security for its personnel who are permitted 

to use the Services; 
 

8.5. Imposing usage restrictions on its personnel who are permitted to use the 
Services to ensure that their use will not violate this Agreement or any applicable 
laws or governmental regulations, infringe the rights of others, violate 
CollegeNET’s usage policies, or interfere with CollegeNET’s network or other 
networks; and 

 
8.6. All results obtained from using the Services. 

 
9. Confidentiality. 
 

9.1. Confidential Information.  “Confidential Information” means nonpublic 
information that a party to this Agreement (“Disclosing Party”) designates as 
being confidential to the party that receives such information (“Receiving Party”) 
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or which, under the circumstances surrounding disclosure ought to be treated as 
confidential by the Receiving Party.  Confidential Information shall not include 
any information that: (a) is or subsequently becomes publicly available without 
Receiving Party’s breach of any obligation owed to Disclosing Party; (b) was 
known by Receiving Party prior to Disclosing Party’s disclosure of such 
information; (c) became known to Receiving Party from a source other than 
Disclosing Party other than by the breach of an obligation of confidentiality owed 
to Disclosing Party; or (d) is independently developed by Receiving Party without 
reference to Confidential Information.  CollegeNET hereby designates the 
Services and all documentation as Confidential Information under this 
Agreement. 

 
9.2. Obligations Regarding Confidential Information.  Receiving Party shall: (a) 

refrain from disclosing any Confidential Information of the Disclosing Party to 
third parties; (b) take reasonable security precautions, at least as great as the 
precautions it takes to protect its own confidential information, but no less than 
reasonable care, to keep confidential the Confidential Information of the 
Disclosing Party; (c) refrain from disclosing, reproducing, summarizing, and/or 
distributing Confidential Information of the Disclosing Party except in pursuance 
of Receiving Party’s business relationship with Disclosing Party, and only as 
otherwise provided hereunder; and (d) refrain from reverse engineering, 
decompiling, or disassembling any Confidential Information disclosed by 
Disclosing Party under this Agreement. 

 
9.3. Permitted Use of Confidential Information.  Receiving Party may use 

Confidential Information only to accomplish the purposes of this Agreement.  
Receiving Party may disclose Confidential Information only to Receiving Party’s 
employees and consultants on a need-to-know basis, provided that such 
employees and consultants agree to maintain the confidentiality of the 
Confidential Information.  Customer agrees that CollegeNET may disclose 
Customer’s name and address to CollegeNET’s suppliers as necessary to 
comply with its contractual obligations. 

 
9.4. Ownership of Confidential Information.  All Confidential Information is and 

shall remain the property of Disclosing Party.  By disclosing Confidential 
Information to Receiving Party, Disclosing Party does not grant any express or 
implied right to Receiving Party to or under any patents, copyrights, trademarks, 
or trade secret information except as otherwise provided herein. 

 
9.5. Disclosure Required by Law.  Receiving Party may disclose Confidential 

Information in accordance with a judicial or other governmental order, provided 
that Receiving Party either: (a) gives the Disclosing Party reasonable notice prior 
to such disclosure to allow Disclosing Party a reasonable opportunity to seek a 
protective order or equivalent; or (b) obtains written assurance from the 
applicable judicial or governmental entity that it will afford the Confidential 
Information the highest level of protection afforded under applicable law or 
regulation. 

 
9.6. Remedies.  Receiving Party will notify Disclosing Party immediately upon 

discovery of any unauthorized use or disclosure of Confidential Information and 
will cooperate with Disclosing Party in every reasonable way to help Disclosing 
Party regain possession of the Confidential Information and prevent its further 
unauthorized use or disclosure. The parties acknowledge that monetary 
damages may not be a sufficient remedy for unauthorized disclosure of 
Confidential Information and that Disclosing Party shall be entitled, without 
waiving any other rights or remedies, to such injunctive or equitable relief as may 
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be deemed proper by a court of competent jurisdiction. 
 
10. Property Ownership. 
 

10.1. Ownership by CollegeNET.  All right, title, and interest in and to the Services 
(and the constituent elements thereof), including all: (a) registered and 
unregistered trademarks, service marks, and logos; (b) patents, patent 
applications, and patentable ideas, inventions, and/or improvements; (c) trade 
secrets, proprietary information, and know-how; (d) divisions, continuations, 
reissues, renewals, and extensions thereof now existing or hereafter filed, 
issued, or acquired; (e) registered and unregistered copyrights including, without 
limitation, any forms, images, audiovisual displays, text, software; and (f) other 
intellectual property, proprietary rights, or other rights related to intangible 
property which are used, developed, comprising, embodied in, or practiced in 
connection with any of CollegeNET’s Services, including documentation, 
("CollegeNET Intellectual Property Rights") are owned by CollegeNET or its 
licensors.  CollegeNET will retain all right, title, and interest in the hardware and 
software used to host the Services, including all related intellectual property 
rights.  Customer agrees to make no claim of interest in or ownership of any such 
CollegeNET tangible property or CollegeNET Intellectual Property Rights. 
Customer acknowledges that no title to CollegeNET tangible property or 
CollegeNET Intellectual Property Rights is transferred to Customer, and that 
Customer does not obtain any rights, express or implied, in the Services, other 
than the rights to access and use the Services expressly granted in this 
Agreement. 

 
10.2. Derivative Works.  To the extent that Customer creates any derivative work (any 

work that is based upon one or more preexisting versions of a work provided to 
Customer, such as an enhancement or modification, revision, translation, 
abridgement, condensation, expansion, collection, compilation, or any other form 
in which such preexisting works may be recast, transformed, or adapted) such 
derivative work shall be owned by CollegeNET, and all right, title, and interest in 
and to each such derivative work shall automatically vest in CollegeNET. 
CollegeNET shall have no obligation to grant Customer any right in any such 
derivative work. 

 
11. Ownership Identification.  Customer will not remove, modify, or obscure any copyright, 

trademark, patent, or other proprietary rights notices that appear in CollegeNET 
documents and Services without CollegeNET’s prior written consent. Customer may refer 
to its use of the Services in its own publications, provided that Customer complies with 
the requirements of this section, properly identifies the Services, and acknowledges 
CollegeNET as the provider of the Services. 

 
12. Warranties and Disclaimers. 
 

12.1. Customer Warranties.  Customer represents and warrants that it has the right to 
enter into this Agreement and that it will comply with all applicable laws.  
Customer represents and warrants that, to the best of its knowledge, the data 
Customer provides to CollegeNET is and will be accurate. 

 
12.2. CollegeNET Warranties.  CollegeNET represents and warrants that it has the 

right to enter into this Agreement and that it will comply with all applicable laws.  
CollegeNET represents and warrants that it has the right to make the Services 
and documentation available pursuant to this Agreement. 

 
12.3. Disclaimer of Warranties. 
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12.3.1. By CollegeNET’s Suppliers.  COLLEGENET’S SUPPLIERS HEREBY 

DISCLAIM ALL WARRANTIES, INCLUDING BUT NOT LIMITED TO 
THE IMPLIED WARRANTIES OF MERCHANTABILITY, 
SATISFACTORY QUALITY, FITNESS FOR A PARTICULAR PURPOSE, 
NONINFRINGEMENT, QUIET ENJOYMENT, AND ANY IMPLIED 
WARRANTIES ARISING OUT OF ANY COURSE OF DEALING OR 
USAGE OF TRADE. 
 

12.3.2. By CollegeNET.  COLLEGENET HEREBY DISCLAIMS ALL 
WARRANTIES NOT EXPRESSLY SET FORTH IN THIS AGREEMENT, 
INCLUDING, BUT NOT LIMITED TO, ANY IMPLIED WARRANTIES OF 
MERCHANTABILITY, SATISFACTORY QUALITY, FITNESS FOR A 
PARTICULAR PURPOSE, NONINFRINGEMENT, QUIET ENJOYMENT, 
AND ANY IMPLIED WARRANTIES ARISING OUT OF ANY COURSE 
OF DEALING OR USAGE OF TRADE.  COLLEGENET DOES NOT 
WARRANT THAT THE SERVICES OR THE SOFTWARE UNDERLYING 
THE SERVICES ARE FREE OF VIRUSES OR OTHER HARMFUL 
COMPONENTS, OR THAT THEY WILL BE ACCESSIBLE ON A 
PERMANENT BASIS OR WITHOUT INTERRUPTION, OR THAT THE 
DATA CUSTOMER STORES IN ANY SERVICE ACCOUNT WILL NOT 
BE LOST OR DAMAGED. THE SERVICES ARE PROVIDED BY 
COLLEGENET ON AN "AS IS" AND "AS AVAILABLE" BASIS.  
CUSTOMER EXPRESSLY ACKNOWLEDGES AND AGREES THAT 
CUSTOMER’S USE OF THE SERVICES IS AT CUSTOMER’S SOLE 
RISK. 

 
13. Intellectual Property Infringement. 
 

13.1. CollegeNET will defend or settle, at its option and expense, any action brought 
against Customer alleging that the Service infringes a United States patent or 
copyright or misappropriates a United States trade secret.  CollegeNET will pay 
any costs and damages finally awarded against Customer that are attributable to 
the infringement action. Customer understands and agrees that as conditions of 
CollegeNET’s obligations under this section Customer must: (a) notify 
CollegeNET promptly in writing of the action; (b) provide CollegeNET all 
reasonable information and assistance to defend or settle the action; and (c) 
grant CollegeNET sole authority and control of the defense or settlement of the 
action.  Customer may participate in the defense or settlement of the action at its 
own expense. 

 
13.2. If an infringement claim is made, CollegeNET may, at its option and expense: (a) 

replace or modify the Service so that it becomes noninfringing; (b) procure for 
Customer the right to continue using the Service; or (c) terminate the applicable 
Service Selection Addendum and refund any set up fee paid for the infringing 
Service. 

 
13.3. CollegeNET has no liability to Customer to the extent infringement is caused by 

Customer and/or based upon: (a) materials or data provided by Customer; (b) 
modification of the Service by Customer or its users; (c) use of the Service as 
part of an infringing process; (d) a product or service made, sold, or provided by 
Customer; or (e) infringement by Customer that is deemed willful.  In the case of 
(e), Customer shall reimburse CollegeNET for its attorney’s fees and other costs 
related to the action upon a final judgment. 

 
13.4. THIS SECTION IS SUBJECT TO THE LIMITATION OF LIABILITY SECTION 
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CONTAINED IN THIS AGREEMENT AND STATES THE ENTIRE LIABILITY OF 
COLLEGENET AND CUSTOMER’S SOLE AND EXCLUSIVE REMEDY WITH 
RESPECT TO ANY ALLEGED PATENT OR COPYRIGHT INFRINGEMENT OR 
TRADE SECRET MISAPPROPRIATION BY ANY SERVICES PROVIDED BY 
COLLEGENET UNDER THIS AGREEMENT. 

 
14. Limitation of Liability.  EXCEPT WHERE THIS EXCLUSION OR LIMITATION OF 

LIABILITY WOULD BE VOID OR INEFFECTIVE UNDER APPLICABLE LAW, IN NO 
EVENT SHALL COLLEGENET OR ITS SUPPLIERS BE LIABLE FOR INDIRECT, 
SPECIAL, INCIDENTAL, OR CONSEQUENTIAL DAMAGES (INCLUDING LOST 
PROFITS OR SAVINGS), WHETHER BASED ON CONTRACT, TORT (INCLUDING 
NEGLIGENCE), OR ANY OTHER LEGAL THEORY, EVEN IF ADVISED OF THE 
POSSIBILITY OF SUCH DAMAGES.  IN NO EVENT SHALL COLLEGENET’S 
SUPPLIERS HAVE ANY LIABILITY FOR DAMAGES ARISING FROM THE SERVICES.  
IN NO EVENT SHALL COLLEGENET’S LIABILITY UNDER THIS AGREEMENT 
EXCEED THE AGGREGATE AMOUNT PAID FOR THE SERVICE GIVING RISE TO 
THE CLAIM.  THE PROVISIONS OF THIS SECTION SHALL SURVIVE THE 
EXPIRATION OR TERMINATION OF THIS AGREEMENT. 

 
15. Force Majeure.  Except for nonpayment of money due under this Agreement, neither 

party will be liable in damages or have the right to terminate this Agreement for any 
failure or delay in performing hereunder if such failure or delay is caused by conditions 
beyond its reasonable control, including, but not limited to, Acts of God, government 
restrictions (including the denial or cancellation of any export or other necessary license), 
wars, insurrections, strikes, natural disasters, failure by third party service providers (such 
as telecommunications companies), and/or any other cause beyond the reasonable 
control of the party whose performance is affected.  The duration of any duties to be 
performed under this Agreement will be extended by the duration of such causes or 
conditions. 

 
16. Data.  Customer will provide the initial data required for any Service at a time, in a form, 

and on such media that the parties find mutually acceptable. CollegeNET will use 
appropriate administrative, technical, and physical security measures to safeguard the 
data provided by Customer and its users, and CollegeNET will not rent or sell personally 
identifiable data to third parties. CollegeNET may disclose personally identifiable data to 
third parties when CollegeNET reasonably believes it is necessary to do so in order to 
prevent abuse, fraud, or unlawful use of CollegeNET’s Services, to protect CollegeNET’s 
rights, safety, or property, or to protect the rights, safety, or property of CollegeNET’s 
clients or other end users; or when CollegeNET reasonably believes doing so is 
necessary to comply with the law. CollegeNET may also disclose personally identifiable 
data to third party vendors and service providers who assist CollegeNET in performing 
internal functions necessary to operate CollegeNET’s business (such as analyzing data, 
processing electronic payments, and fulfilling or delivering orders or other materials), 
provided that CollegeNET remains responsible for the security of the personally 
identifiable data disclosed to such third party vendors and service providers.  In the event 
of a data security breach involving Customer’s data, CollegeNET will notify Customer 
within one (1) business day after discovery of the breach, and CollegeNET will coordinate 
with Customer in responding to the breach.  Customer is responsible for its users’ use of 
data obtained from the Services provided by CollegeNET under this Agreement. 
 

17. Taxes.  Customer is responsible for payment to the proper authority of any applicable 
sales, use, or other tax owed by Customer for the Services provided under this 
Agreement. CollegeNET may request that Customer provide CollegeNET with proof of 
payment of any applicable taxes or proof of tax exempt status, and Customer agrees to 
provide such proof within thirty (30) days of receiving any such request. Customer will 
indemnify, defend, and hold harmless CollegeNET from and against all claims arising out 



 

Rev. 20-Apr-2013 8 Master Services Agreement 

of or resulting from Customer’s failure or alleged failure to pay taxes due. 
 
18. Export Restrictions.  Customer agrees that it will comply with all applicable international 

and U.S. laws, including the U.S. Export Administration Regulations, as well as end-user, 
end-use, and destination restrictions issued by the U.S. and other governments. 

 
19. Replication of Agreement.  If Customer is a public college or university in the United 

States, Customer and CollegeNET agree that this Agreement, not including any 
Addenda, may be replicated so that other public colleges and universities located in the 
same state as Customer may contract with CollegeNET on the same terms and 
conditions as those contained in this Agreement.  Any such replication or “piggybacking” 
requires the prior written consent of CollegeNET.  Both CollegeNET and the public 
college or university desiring to replicate the Agreement must sign a Replication 
Agreement and a Service Selection Addendum for the Services to be provided to the 
public college or university under the replicated Master Services Agreement. 

 
20. General. 
 

20.1. Entire Agreement.  Any prior or contemporaneous agreements, contracts, 
promises, or representations between the parties or their representatives 
concerning the subject matter of this Agreement are merged into this Agreement 
and associated Service Selection Addenda, which, along with any other Addenda 
that specifically reference this Agreement, constitute the entire understanding 
between the parties concerning the subject matter of this Agreement. 

 
20.2. Order of Precedence.  In the event of a conflict between this Agreement and an 

Addendum to this Agreement, the terms and conditions of the Addendum will 
control for the subject matter of such Addendum. 

 
20.3. Modification of Agreement.  No modification of this Agreement will be valid 

unless in writing and signed by the parties or their authorized representatives. 
 

20.4. Waiver.  No waiver of any of the provisions of this Agreement will be valid unless 
in writing and signed by the party making the waiver.  A waiver of one provision 
does not operate as a future waiver of that or any other provision of this 
Agreement. 

 
20.5. Governing Law.  This Agreement is governed by the laws of the United States 

of America and the laws of the State of Oregon, without regard to principles of 
conflicts of law.  The United Nations Convention on Contracts for the 
International Sale of Goods does not apply to this Agreement. 

 
20.6. Severability.  If any provision of this Agreement is held invalid or unenforceable, 

that provision will be construed, limited, modified, or, if necessary, severed, to the 
extent necessary, to eliminate its invalidity or unenforceability, and the other 
provisions of this Agreement will remain unaffected. 

 
20.7. Headings.  The headings in this Agreement are inserted for convenience only 

and are not intended to have any legal effect. 
 

20.8. Notices.  Except as otherwise provided herein, all notices under this Agreement 
shall be in writing and shall be sent by registered or certified mail, return receipt 
requested, or by Federal Express or equivalent recognized courier, signature 
required. Notices shall be sent to the receiving party’s address listed below, or to 
such other address of which the receiving party has notified the sending party in 
the manner provided in this section. 
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20.9. Assignment.  Customer may not assign or otherwise transfer in whole or in part 

or in any manner any rights, obligations, or any interest in or under this 
Agreement without CollegeNET’s prior written consent, and any attempted 
assignment without such consent will be void.  A merger or acquisition by a third 
party will be treated as an assignment. 

 
20.10. Customers Outside The United States.  If Customer is located outside the 

United States and its possessions, this Agreement is subject to the approval of 
the President of CollegeNET or his or her designee at CollegeNET’s 
headquarters in Portland, Oregon, USA. 

 
20.11. U.S. Government End Users.  The software underlying the Services is a 

“commercial item”, as that term is defined in 48 C.F.R. 2.101 (Oct. 2010), 
consisting of “commercial computer software” and “commercial computer 
software documentation”, as such terms are used in 48 C.F.R. 12.212 (Oct. 
2002).  Consistent with 48 C.F.R. 12.212, and 48 C.F.R. 227.7202-1 through 
227.7202-4 (Oct. 2002), all U.S. Government End Users acquire the right to use 
the software underlying the Services with only those rights set forth herein. 

 
20.12. Authority to Contract.  Each party warrants that the person signing below on its 

behalf is duly authorized to bind such party. 
 

 
 
CollegeNET, Inc.  Customer 
 
805 SW Broadway, Suite 1600  Address:  
Portland, Oregon 97205    
USA    
 
 
 
By:  By:  
 
Name:  Name:  
 
Title:  Title:  
 



!
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Series25® 

Service Level Agreement 
 

 
This Series25® Service Level Agreement (“Series25 SLA”) supplements and amends the 
Series25 Addendum dated _____________________, 2015 (“Addendum”) between Peralta 
Community College District (“Customer”) and CollegeNET, Inc. (“CollegeNET”). 

 
This Series25 SLA is between Customer and CollegeNET and is effective _______________, 
2015 (“SLA Effective Date”). 
 
1. Incorporation of Terms.  This Series25 SLA incorporates all the terms, conditions, and 

definitions of the Addendum between Customer and CollegeNET. 
 

2. Description of Series25® Services.  The Series25 services are delivered using a 
software as a service (“SaaS”) model hosted by CollegeNET.  For the Series25 services 
selected by Customer (“Services”), Customer may access the Services via secure 
Internet connection. 
 
2.1. 25Live® enables Web-based event calendaring, scheduling, and publishing. 

 
2.2. X25® provides Web-based analytics for space utilization management and business 

intelligence. 
 

2.3. R25i® is full-featured event, space, and resource management software hosted by 
CollegeNET and delivered via Citrix. 
 

2.4. Schedule25® enables automated, optimized, classroom scheduling hosted by 
CollegeNET and delivered via Citrix. 
 

2.5. R25® WebViewer provides a Web-based master calendar to the R25/R25i event 
data. 
 

3. Maintenance. 
 
3.1. Scheduled Maintenance.  Many of the tasks necessary to repair, maintain, or 

improve operation of the Series25 Services can be accomplished without 
interrupting access to the Services.  For tasks that do require interrupting access 
to the Services, CollegeNET will notify Customer via email at least five (5) days 
in advance of the interruption.  CollegeNET will use reasonable efforts to 
schedule such interruptions for off-peak (low usage) times. 

 
3.2. Unscheduled Maintenance.  If access to the Services is interrupted without 

prior notice, CollegeNET will, if possible, promptly present a maintenance page 
to users attempting to access the Services.  The maintenance page will indicate 
that the Services are temporarily unavailable and include other appropriate 
information, such as how long the interruption is expected to last, if known, and 
how to contact CollegeNET with questions or concerns.  CollegeNET will notify 
Customer via email if the interruption is expected to last more than two (2) hours. 

 
4. Service Level. 

 
4.1. Guaranty.  The Series25 Services will be available for use 99.9% of the time in 

any given calendar quarter, excluding interruptions resulting from: (a) Scheduled 
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Maintenance (described above); (b) Customer equipment or LAN failure; (c) 
Customer caused disruptions; (d) interconnections to or from the Internet; and (e) 
force majeure events. 

 
4.2. Service Level Credit.  If Customer is unable to access the Services (a “Service 

Level Failure”), Customer should contact CollegeNET Support to report the 
incident.  A Service Level Failure begins upon receipt by CollegeNET of an 
incident report and ends when the affected Service is operational.  As its sole 
and exclusive remedy, Customer will be entitled to a “Service Level Credit” if: (a) 
Customer reports more than two (2) Service Level Failures for the same Service 
in a calendar quarter; (b) the Service Level Failures were not the result of any of 
the causes specified in Section 4.1 above; and (c) Customer requests a Service 
Level Credit in writing within thirty (30) days after the end of the calendar quarter 
in which the Service Level Failures occurred.  If all of the above conditions are 
satisfied, CollegeNET will apply a Service Level Credit to Customer’s account in 
an amount equal to ten percent (10%) of the Quarterly Fee (or ten percent (10%) 
of one fourth (1/4) of the Annual Fee, if applicable) for the affected Service.   An 
unused Service Level Credit will not have any cash value at the end of the 
Addendum term or otherwise. 

 
5. Software Updates. 
 

5.1. Patches.  CollegeNET will periodically apply patches to the Series25 Services.  
CollegeNET will notify Customer via email at least five (5) days before applying a 
patch, unless CollegeNET determines there is an urgent need to apply a patch. 
 

5.2. 25Live and X25. CollegeNET will periodically upgrade the software underlying 
the 25Live and X25 Services.  Three (3) weeks before a scheduled release date, 
CollegeNET will send Customer an email announcing the release date and 
providing an overview of the expected functionality of the upcoming release. 

 
5.2.1. 25Live – Database Hosted by CollegeNET.  On the release date, 

CollegeNET will upgrade Customer’s test instance(s) of 25Live and send 
Customer an email with the release notes.  Four (4) to eight (8) weeks 
after the release date, CollegeNET will upgrade Customer’s production 
instance(s) of 25Live. 

 
5.2.2. X25.  On the release date, CollegeNET will upgrade the X25 software 

and send Customer an email with the release notes. 
 

6. Refresh of 25Live Test Instance Data.  Within three (3) business days of receiving 
Customer’s written request, CollegeNET will refresh the data in Customer’s test 
instance(s) of 25Live with current data from Customer’s production instance of 25Live.  
CollegeNET will refresh Customer’s data no more frequently than two (2) times per 
release cycle and no more than eight (8) times per calendar year. 

 
7. Backups.  CollegeNET will perform automated and encrypted network backups on a 

regularly scheduled basis and will store archives to a large tape library.  Series25 
Services will remain accessible during backups and will be configured to provide for 
continual operation.  Backup copies will be kept: (a) on-site, in a secure location for quick 
restoration; (b) off-site locally, with a third party secure storage provider; and (c) off-site 
remotely, in a co-location facility in a seismically stable zone for restoration should 
CollegeNET’s primary server facility be compromised to such an extent that the Services 
cannot be restored within a commercially reasonable timeframe from the on-site or local 
off-site backups.  In addition to backups, most CollegeNET servers use RAID technology 
to greatly increase the reliability of the information while on disk. 
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8. Disaster Recovery.  Provided that standard communication channels remain open 

following a disaster that impacts CollegeNET’s ability to deliver Services, CollegeNET 
shall provide Customer timely notice of the disaster.  CollegeNET will use commercially 
reasonable efforts to restore Services critical to Customer’s business operations as soon 
as possible.  If a disaster results in a Service being unavailable to Customer for more 
than 48 continuous hours, CollegeNET will not charge Customer for the affected Service 
for the number of the days that the Service remains unavailable. 
 

9. Authority to Contract.  Each party warrants that the person signing below on its behalf 
is duly authorized to bind such party. 

 
 
CollegeNET, Inc.  Customer 
 
805 SW Broadway, Suite 1600  Address:  
Portland, Oregon 97205 
USA    
 
    
 
 
 
By:  By:  
 
Name:  Name:  
 
Title:  Title:  
!
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Service Selection Addendum 
For Series25® Services 

 
 
This Service Selection Addendum for Series25® Services (“Series25 Addendum”) supplements 
and amends the Master Services Agreement dated ____________, 2015 (“Agreement”) between 
Peralta Community College District (“Customer”) and CollegeNET, Inc. (“CollegeNET”). 

 
This Series25 Addendum is between Customer and CollegeNET and is effective 
____________________, 2015 (“Addendum Effective Date”). 
 
1. Incorporation of Terms.  This Series25 Addendum incorporates all the terms, 

conditions, and definitions of the Agreement between Customer and CollegeNET.  The 
parties agree that any standard terms and conditions included in or referenced by any 
document issued by one party to the other (such as a purchase order or invoice) will not 
apply. 
 

2. Previous Agreements.  This Series25 Addendum supersedes and replaces the 
following previously executed agreement(s) between the parties: 

 
None  

 
3. Description of Series25® Products.  The Series25 products are software products that 

may be licensed by Customer and installed and operated at Customer’s location.  For the 
Series25 software products selected by Customer (“Licensed Software”), CollegeNET will 
make the Licensed Software available for download and installation by Customer.  The 
Licensed Software will be provided in machine-readable or object code, not in 
programmer-readable or source code. 

 
4. Description of Series25® Services.  The Series25 services are delivered using a 

software as a service (“SaaS”) model hosted by CollegeNET.  For the Series25 services 
selected by Customer (“Services”), Customer may access the Services via secure 
Internet connection. 

 
5. Selection of Series25 Products.  Customer selects the following Series25 products 

(“Licensed Software”): 
 

[X] 25Live  
  
[X] Schedule25 
 
[X] SIS Interface:   
 

6. Selection of Series25 Services.  Customer selects the following Series25 services 
(“Services): 
 
[X] 25Live - test & production instances 

 
[X] 25Live Publisher 

 
[X] Schedule25 

 
[  ] X25 
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7. Campus.  Customer may use the Licensed Software and Services for the following 
campus(es): 

 
Berkeley City College, College of Alameda, Laney College, Merritt College, District Office  
  

 
8. License and Restrictions on Use.  Conditioned upon Customer’s timely payment of all 

applicable fees, CollegeNET grants to Customer a nonexclusive, nontransferable, limited 
right to access and use the Licensed Software and Services in accordance with the 
Agreement, this Series25 Addendum, and any applicable CollegeNET policies.  
Customer will not attempt, cause, or permit any modification, alteration, decompilation, 
disassembly, core dumps, reverse engineering, or other internal analysis of the Licensed 
Software or Services for any purpose.  CollegeNET hereby designated the Licensed 
Software and all documentation as Confidential Information under the Agreement. 

 
9. Fees for the Licensed Software and Services Selected by Customer. 

 
9.1. Initial Fee.  Customer will pay CollegeNET an initial fee (“Initial Fee”) for the 

Licensed Software and Services.  The Initial Fee is specified below.  CollegeNET 
will send Customer an invoice for the Initial Fee, and Customer will pay the Initial 
Fee to CollegeNET within thirty (30) days of the invoice date. 
 
Initial Fee: $______________ 
 

9.2. Quarterly Fee.  Customer will pay CollegeNET a quarterly fee (“Quarterly Fee”) 
for the Licensed Software and Services.  The Quarterly Fee will be billed in 
arrears.  CollegeNET will send Customer an invoice for the first Quarterly Fee six 
(6) months after the Addendum Effective Date.  The first Quarterly Fee will be 
prorated to $__________.  At the end of each calendar quarter thereafter, 
CollegeNET will send Customer an invoice for the Quarterly Fee.  Customer will 
pay the Quarterly Fee to CollegeNET upon receipt of the invoice.  CollegeNET 
will notify Customer by invoice of the amount of each Quarterly Fee.  Any 
increase in the amount of the Quarterly Fee will be subject to Section 11 (Fee 
Increases) below. 

 
Quarterly Fee: $________________ 
 

9.3. 25Live Accounting Function.  CollegeNET’s 25Live service includes the 
capability to set up and manage billing accounts; generate invoices and pre-
defined accounting reports against Customer’s Series25 pricing data; and record 
payments received.  Use of the 25Live accounting function is at Customer’s 
option.  Customer will notify CollegeNET in writing when it wants to begin using 
the 25Live accounting function.  Within thirty (30) days after receiving Customer’s 
request, CollegeNET will set up one (1) institutional account for Customer which 
will include three (3) user accounts so that Customer can access the 25Live 
accounting function.  There will be no charge for this one (1) institutional account 
and the three (3) associated user accounts.  If Customer wants more than one 
institutional account to access the 25Live accounting function, Customer will 
notify CollegeNET in writing, and CollegeNET will set up the additional 
institutional account(s) for Customer within a reasonable period of time after 
receiving Customer’s request.  Each additional institutional account will cost 
$250.00 per quarter, and will include three (3) associated user accounts.  At the 
end of each calendar quarter, CollegeNET will invoice Customer in arrears for 
any additional institutional accounts, and Customer will pay CollegeNET within 
thirty (30) days of the invoice date. 
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10. Customers Located Outside of the United States.  If Customer is located outside of 

the United States, CollegeNET reserves the right to require payment by letter of credit 
drawn on a United States-based bank or other financial institution approved by 
CollegeNET. 

 
11. Fee Increases.  All fees are net of taxes.  CollegeNET reserves the right to increase fees 

no more often than once per calendar year.  Any such increase will not exceed the 
percentage growth in the National Consumer Price Index reported for the preceding 
calendar year by the U.S. Department of Labor. 

 
12. Warranties.  In addition to the warranties set forth in Section 12.2 (CollegeNET 

Warranties) of the Master Services Agreement, CollegeNET represents and warrants that 
the Licensed Software will perform all the functional capabilities described in, and 
otherwise conform in all material respects to, the specifications set forth in the applicable 
documentation.  The performance warranties stated in this Section do not apply to 
conditions caused by any of the following: (1) misuse, alteration, modification, or 
negligent operation of the Licensed Software by Customer; (2) failure by Customer to 
provide a suitable operating environment for the Licensed Software; or (3) Customer’s 
use of the Licensed Software with any equipment or software that CollegeNET has not 
approved for use with the Licensed Software. 

 
13. Term.  This Series25 Addendum commences on the Addendum Effective Date specified 

above and continues until June 30.  Provided that Customer has timely paid the fees 
specified in this Series25 Addendum, this Series25 Addendum will automatically renew 
for a one (1) year period on July 1 of each year thereafter. 

 
14. Termination. 
 

14.1. Either party may terminate this Series25 Addendum by providing ninety (90) days 
written notice to the other party.  Termination of this Series25 Addendum 
terminates all licenses and access rights granted to Customer under this 
Series25 Addendum.  If Customer wants to terminate its rights to use or access 
some, but not all, of the Licensed Software and/or Services selected under this 
Series25 Addendum, Customer will notify CollegeNET in writing. In case of either 
complete or partial termination, Customer will pay to CollegeNET the Quarterly 
Fees that accrued or would have accrued through the date of termination for the 
terminated Licensed Software and/or Services. 

 
14.2. Upon termination of any license or access right granted under this Addendum, 

Customer will either return to CollegeNET or destroy, and provide CollegeNET 
with an affidavit of destruction of, all originals and copies of the applicable 
Licensed Software and documentation. 

 
15. Delivery and Installation of Licensed Software.  After execution of this Addendum, 

CollegeNET will make available for download by Customer the selected Licensed 
Software.  CollegeNET will provide Customer with a license key that will permit operation 
of the Licensed Software.  Customer will assign qualified personnel to install the Licensed 
Software and will provide such personnel with any operating systems or other hardware 
or software tools needed for installation of the Licensed Software. Implementation 
services are not covered by this Addendum.  Customer and CollegeNET may enter into a 
separate written Addendum for such implementation services. 
 

16. Conditions for 25Live Services.  If Customer is purchasing the right to use 25Live 
Services, CollegeNET will set up two (2) secure databases on CollegeNET-hosted 
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servers.  Customer will either populate the databases with all data required for the 
Services or provide the data to CollegeNET in a mutually agreed upon format for batch 
upload into the databases.  At any time prior to termination of this Series25 Addendum, 
Customer may submit a written request to CollegeNET for a copy of Customer’s 25Live 
production data.  Provided that Customer has paid all applicable fees, CollegeNET will, 
within thirty (30) days after receipt of Customer’s written request, provide in XML format 
Customer’s 25Live production data from the database on CollegeNET-hosted servers.  In 
the event this Series25 Addendum is terminated, CollegeNET will delete the two (2) 
secure databases on CollegeNET-hosted servers. 
 

17. Conditions for 25Live Software.  If Customer is purchasing the right to use 25Live 
Licensed Software, Customer may copy 25Live for backup or testing purposes, but may 
not copy 25Live to create additional databases for any other purpose.   

 
18. Conditions for X25 Services.  If Customer is purchasing the right to use X25 Services, 

Customer agrees that CollegeNET may incorporate quantitative, analytic measures of 
Customer’s data obtained via X25 in a benchmarking module that CollegeNET may, but 
is not obligated to, develop sometime in the future.  Such incorporation, if any, will not 
disclose Customer’s identity. 
 

19. Contacts.  Customer appoints the persons specified below to coordinate 
communications between CollegeNET and Customer regarding the Licensed Software 
and Services.  Customer agrees to instruct its user community to direct questions, 
comments, and suggestions to the Application User Contact, who will relay these to 
CollegeNET when appropriate.  Customer agrees to notify CollegeNET promptly of any 
changes to any of the contacts’ information. 

 
Application User Contact 
 
Name:   
Title:   
Address:   
   
   
Phone:   
Email:   

 
Application Technical Contact 
 
Name:   
Title:   
Address:   
   
   
Phone:   
Email:   
 
Accounting Contact (to receive invoices) 
 
Name:   
Title:   
Address:   
   
   
Phone:   
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Email:   
 
20. Support. 

 
20.1. Customer Support.  CollegeNET will provide support for the Licensed Software 

and the Services in accordance with the terms of this Addendum and 
CollegeNET’s then current written Series25 Customer Handbook. 
 

20.2. Support Tickets.  A “Support Ticket” will be generated for each discrete issue, 
concern, or matter directly relating to the Licensed Software and the Services for 
which Customer requests assistance, other than routine administrative tasks. 
CollegeNET will provide reasonable support at no additional charge to Customer. 
If in CollegeNET's reasonable judgment Customer's use of support becomes 
excessive or is otherwise unreasonable, CollegeNET may require Customer to 
obtain training and/or consulting services to address its needs. 
 

20.3. Proper Environment.  CollegeNET’s obligations to provide support, service, 
maintenance, and enhancements are conditioned upon Customer using the 
Licensed Software and the Services with the hardware, operating system, 
database, web browser, and software utilities (including the current versions 
thereof) that CollegeNET recommends. In addition, Customer agrees to use 
reasonable efforts to develop staff knowledge and expertise in the 
implementation, use, and maintenance of the Licensed Software and the 
Services. 

 
21. Training and Consulting.  If Customer requests training or consulting services from 

CollegeNET, Customer and CollegeNET may enter into a separate written Addendum. 
 
22. Survival.  In addition to payment obligations accrued prior to the termination date and the 

sections specified in the Agreement, the following sections of this Series25 Addendum 
will survive termination of this Addendum:  Survival, Order of Precedence. 
 

23. Order of Precedence.  In the event of a conflict between the Master Services Agreement 
and this Series25 Addendum, the terms and conditions of this Series25 Addendum will 
control for the subject matter of this Addendum. 

 
24. Authority to Contract.  Each party warrants that the person signing below on its behalf 

is duly authorized to bind such party. 
 
 
CollegeNET, Inc.  Customer 
 
805 SW Broadway, Suite 1600  Address:  
Portland, Oregon 97205 
USA    
 
    
 
 
 
By:  By:  
 
Name:  Name:  
 
Title:  Title:  
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Service Selection Addendum 
For 

Professional Services 
 
This Service Selection Addendum for Professional Services (“Services Addendum”) supplements 
a Master Services Agreement dated __________________, 2015 (“Agreement”) between 
CollegeNET, Inc. (“CollegeNET”) and Peralta Community College District (“Customer”). 
 
The effective date of this Services Addendum is _____________, 2015 (“Effective Date”). 
 
1. Incorporation of Terms.  Except as specifically stated herein, this Services Addendum 

incorporates all the terms, conditions, and definitions of the Agreement between 
Customer and CollegeNET and any applicable Addenda. 

 
2. Term and Termination.  This Services Addendum commences on the Effective Date 

specified above and will remain in effect until terminated in accordance with its terms.  
Either party may terminate this Services Addendum by providing written notice of 
termination to the other party.  Termination of this Services Addendum will become 
effective on the later of thirty (30) days after the date of the termination notice or the date 
when there are no Services remaining to be provided under a Statement of Work that 
references this Services Addendum.  Payment obligations that arose prior to the date of 
termination will survive termination of this Services Addendum. 
 

3. Description of Professional Services.  Customer desires CollegeNET to provide, and 
CollegeNET agrees to provide to Customer, the professional services (the “Services”) 
specified in a Statement of Work (“SOW”) that has been signed by both parties and that 
references this Services Addendum. 

 
4. Fees and Expenses.  Customer will pay CollegeNET fees for Services as provided in the 

applicable Statement of Work.  Customer will reimburse CollegeNET for all necessary, 
reasonable, and authorized expenses incurred by CollegeNET in the performance of the 
Services, including travel, provided that such expenses are authorized in advance by 
Customer, either specifically or in the aggregate.  CollegeNET will submit expense 
reimbursement requests reasonably promptly and will provide such supporting 
documentation as Customer reasonably requests.  Unless otherwise specified in the 
applicable Statement of Work, payment is due within thirty (30) days of the date of 
invoice.  CollegeNET is authorized to cease work under this Services Addendum if 
Customer has an overdue balance, and CollegeNET will not be responsible for missed 
deadlines, which may be affected by such authorized cessation of work. 
 

5. Acceptance.  CollegeNET will notify Customer when CollegeNET believes the Services 
covered by a Statement of Work have been completed, and CollegeNET will invoice 
Customer in accordance with the applicable Statement of Work.  If Customer does not 
object within ten (10) days after such notice, CollegeNET will deem the Services to have 
been completed and accepted by Customer. 
 

6. Independent Contractor.  CollegeNET is an independent contractor that provides 
professional services to industry and the public.  Nothing herein will prevent CollegeNET 
from continuing to provide such services to others, except to the extent they may directly 
conflict with CollegeNET’s duties under this Services Addendum. 
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7. Authority to Contract.  Each party warrants that the person signing below on its behalf 
is duly authorized to bind such party. 

 
 
CollegeNET, Inc. Customer 
 
805 SW Broadway, Suite 1600  Address:  
Portland, Oregon 97205    
USA    
 
  Phone:  
 
By:  By:  
 
Name:  Name:  
 
Title:  Title:  
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EXHIBIT A 
 

Statement of Work 
 
 

Title:  
 
 
This Statement of Work is an amendment to the Service Selection Addendum for Professional 
Services (“Services Addendum”) dated ___________________, 2015 between CollegeNET, Inc. 
(“CollegeNET”) and Peralta Community College District (“Customer”). 
 
The effective date of this Statement of Work is _____________________, 2015. 

 
1. Description of Services.  CollegeNET will provide the following services to Customer 

(“Services”): 
 
 
 
 
2. Customer Provided Resources.  Customer will provide the following resources to 

CollegeNET: 
 
 
 
 
3. Schedule.  CollegeNET expects to provide the Services in accordance with the following 

schedule: 
 
 
 
 
4. Cost.  $___________. 

 
 

5. Rescheduling and Cancellation.  Customer may reschedule or cancel delivery of the 
Services to be performed under this Statement of Work by providing written notice to 
CollegeNET at least thirty (30) days prior to the scheduled Services delivery date. If 
Customer reschedules or cancels delivery of the Services less than thirty (30) days prior 
to the scheduled Services delivery date, Customer agrees to pay CollegeNET a fee of: 
(a) twenty-five percent (25%) if the reschedule or cancellation notice is received between 
fifteen (15) and twenty-nine (29) days prior to the scheduled Services delivery date; or (b) 
fifty percent (50%) if the reschedule or cancellation notice is received less than fifteen 
(15) days prior to the scheduled Services delivery date.  In all cases, Customer will 
reimburse CollegeNET for any travel expenses associated with the rescheduled or 
cancelled Services, regardless of when the notice of such rescheduling or cancellation 
was received. 
 

6. Changes.  This Statement of Work may contain estimates of the time and cost to 
complete the Services described above.  These estimates are derived from CollegeNET’s 
current understanding of the project parameters and are based on information provided 
by Customer and CollegeNET’s experience with other projects.  These estimates are 
subject to change if there are any changes in the information, assumptions, project 
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scope, Customer provided resources, Customer’s performance of its responsibilities, or 
any other relevant factors, whether any such changes are within or outside the control of 
CollegeNET or Customer.  CollegeNET will notify Customer of any impact to schedule 
and/or cost resulting from the change.  If both parties want to proceed with the project, 
the parties will execute a Change Request document that modifies this Statement of 
Work to reflect the change. 

 
UNDERSTOOD AND AGREED: 
 
COLLEGENET  CUSTOMER 
 
 
By:  By:  
 
Name:  Name:  
 
Title:  Title:  
 
Date:  Date:  
 
 
 
 



Request for Proposal (RFP) No. 14-15/36 
 

BEN SCHNOOR  
SERIES25 SALES MANAGER  
503.290.5696  
BSCHNOOR@COLLEGENET.COM  
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About this document

Welcome! We’re glad you’ve chosen Series25 products for your 
scheduling and space analysis needs. 

This Customer Handbook is a comprehensive look at the support 
resources CollegeNET offers. It is intended to be used by anyone who 
wants information on the available resources and how to access them, 
and/or specific information about contacting CollegeNET Technical 
Support. It also contains information about our standard maintenance 
period and our data purging policy for SaaS environments. 

Please refer to this guide when contacting support. The steps outlined in 
it will help us solve your problem in the quickest, most efficient way 
possible. 
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Types of support

The support included in your school’s product license agreement with 

CollegeNET falls into two main categories:

• Support resources—access to information provided on our Series25 

Customer Resources site

• Support services—personalized help from a Series25 Technical 

Support representative

Support resources Access to the following support resources and more is freely available 

to you at any time from our Series25 Customer Resources site:

• Information on contacting Technical Support and access to the 

Series25 technical knowledgebase (the “FAQiki”), technical papers, 

and software downloads

• Implementation and migration information and consulting services

• Product documentation and information

• Training classes and tools

• Product forums and listservs

http://knowledge25.collegenet.com/display/CustomerResources/Welcome+to+Series25+Customer+Resources
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Support services The following items are considered support services and are governed 
by your CollegeNET licensing agreement: 

• Answers to, confirmation of, and/or evaluation of problems related 
to the installation, implementation, or use of Series25 products

• Evaluation of and/or confirmation of reported software bugs
• Answers to questions about how a product works, beyond the 

information provided in our training courses and documentation
• Answers to questions related to product version migration

Additional fee-based 
services

We also offer a complete Series25 training curriculum and targeted 
consulting services for an additional fee. See “Getting implementation 
assistance” on page 10 for more information.

Can’t find the 
resource or service 
you need?

If the kind of support you need is not described in this document, please 
call us at 1-503-973-5200 and ask to speak to your Account Manager, or 
email series25implementation@collegenet.com. 

Accessing the Series25 Customer Resources site 

1 Do one of the following:
Browse directly to:
http://knowledge25.collegenet.com/display/
CustomerResources/
Welcome+to+Series25+Customer+Resources 
or
Go to the CollegeNET website at 
http://corp.collegenet.com
and select Customer Resources on the top navigational bar, then 
select Series25. 

http://corp.collegenet.com
http://corp.collegenet.com
http://knowledge25.collegenet.com/display/CustomerResources/Welcome+to+Series25+Customer+Resources
http://knowledge25.collegenet.com/display/CustomerResources/Welcome+to+Series25+Customer+Resources
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2 Log in using your CollegeNET username and password. Contact 
Technical Support if you need login information. 

3 Click the link for the information you want. 

Getting technical support

Who can request 
support?

Only your school’s authorized Series25 technical or user contact should 
contact our Technical Support department. When your school’s contact 
calls or emails us with a problem, our support staff assigns a support 
ticket number that stays open until the problem is resolved. This enables 
us to have immediate access to the history of your issue, and provides 
you with a point of contact for discussing the issue.

You may want to jot down your school’s contact people below, for 
reference:

Support hours Our Technical Support staff is available to take calls from 6:00 a.m. to 
6:00 p.m. Pacific Time, or you can send email at any time. 

Support contact 
information

Your school has two options for contacting Series25 Technical Support:

• Call: 1-503-973-5250

• Email: support@collegenet.com

Our technical contact is:

Our user contact is:

If your school has chosen to connect any of your Series25 products to 
an authentication system—LDAP or Shibboleth—you are responsible 
for maintaining a Series25 support user in your authentication 
database. Should the password of this user change, you are required to 
inform CollegeNET of the change. 

http://corp.collegenet.com/depts/higher_ed/series/request/
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What to do before contacting Technical Support

Before contacting Series25 Technical Support, do the following:

1 Check the information available from Customer Resources or the 
FAQiki knowledgebase to see if your question or problem is 
answered there.

2 If applicable, make sure you have applied all recent patches to see if 
that fixes your problem.

3 Check the list of support services to determine if you need technical 
support or would be better served by consulting or training (see 
page 10). 

4 Determine the priority of your problem (see page 8).
5 Collect the information you need to describe your problem (see 

page 9).
6 Describe your problem to your authorized technical or user contact, 

who can then contact Series25 Technical Support (see page 6).

Customer 
Resources site

http://knowledge25.collegenet.com/display/CustomerResources/

Welcome+to+Series25+Customer+Resources 

FAQiki
knowledgebase

http://knowledge25.collegenet.com/display/Series25/

Series25+Support+Knowledgebase

http://knowledge25.collegenet.com
http://corp.collegenet.com
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Reporting a problem to Technical Support

Determining your 
problem’s priority 
level

Your implementation schedule, type of environment (test or live), the 
nature of your problem, and other factors determine the criticality of 
your issue. It is helpful if you can give us an idea of the priority level of 
your problem when you contact Technical Support. CollegeNET defines 
priority levels as follows:

How support uses the 
priority level 

Our technical support staff uses the priority level of your problem to 
determine how quickly it must be addressed, and how to prioritize it. 
Urgent requests go to the top of the queue, and you are contacted as 
soon as a staff person becomes available. 

Priority level Definition of level CollegeNET 
response 
time

Urgent • Your normal product operation is 

interrupted or delayed by software, 

system, or network problems. 

• Your site is having problems during 

a critical operation, such as making 

semester room assignments.

• You are experiencing progressive 

problems that may be impacting 

database integrity. 

4 business 

hours or less

Important The information or assistance you need 

is time critical, such as needing 

information to produce a report by next 

week. Problems for which you have 

found a temporary workaround might 

be classified as Important. 

8 hours or 

less

Information You need download instructions, 

documentation, or other resources, or 

have questions about how to use a 

product.

16 hours or 

less

Suggestion You have a suggestion for improving a 

product. We welcome your 

suggestions. 

Varies
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Documenting your 
problem

1 Before you call or email Technical Support, please have the 
following information available:

• Your name and institution

• The product your problem is related to: 25Live, Schedule25, 
X25, R25, R25 WebViewer, or the Series25-SIS Interface

• The software release you’re using, including the latest patches 
and service packs you’ve applied, if any

• A description of the impact this issue is having at your site

• A detailed description of the problem, including any error 
messages you’ve received

• The DBMS (database) and version you’re using, if applicable

• The Windows or MAC operating system and version you’re 
using

• The browser and version you’re using if the issue is related to 
25Live, hosted R25, or the R25 WebViewer

2 Write down the exact steps taken that resulted in the problem, 
including any error messages. 

Note You may want to take a screen capture of the error message 
and send it to us.

3 Follow the steps you took again to see if you can reproduce the 
problem. 

4 Describe the nature of the problem in your own words. 

How support handles 
your reported 
problem

Our Technical Support staff uses a issue reporting and tracking 
application that allows us to log your reported problem, prioritize it 
based on the level of urgency, and assign it to the appropriate person 
based on the information you’ve given us. 

If our support staff is able to address the issue quickly, they do so. 
However, if the issue requires gathering additional information, testing, 
or research, a support “ticket” is created, and the person assigned to 
your issue will be in contact with you periodically until the problem is 
resolved and the support ticket closed.

To escalate an issue, contact Series25 Technical Support by phone. This 
is also the best course to follow if your issue has become a more 
immediate priority than it was when you initially contacted support. 
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Giving us feedback The CollegeNET support team welcomes your comments on how your 

reported issues are handled. We hope you’ll take the time to email us 

with any feedback about your technical support experience. Your input 

helps us serve you better.

Getting implementation assistance

Both training (in-person classes and online eLearning courses) and 

consulting services fall under the umbrella of CollegeNET 

Implementation Services. 

How to contact 
Implementation 
Services

When you become our customer, you’re assigned an Account Manager 

who is your main contact whenever you have any questions related to 

your Series25 implementation—implementation planning, the level of 

training you need, rolling out your Series25 solution on campus, and so 

on. Your Account Manager can also help when you upgrade or add to 

your licensed Series25 products. 

To contact your Account Manager:

• Email: series25implementation@collegenet.com
• Phone: 1-503-973-5200 

Training The CollegeNET training department’s mission is to provide learning 

opportunities in a timely manner which meet your needs. We recognize 

and appreciate the diversity of individual learning styles. Our 

commitment to you is to provide engaging, informative, and friendly 

courses on your campus, in our training rooms, and online.

Log in to the Customer Resources site and look at the options under 

Training for more information, a full list of courses, a current training 

schedule, as well as a number of self-service training videos. 

Consulting Whether you have limited staff resources, your project deadline is 

looming, or you just want some experienced guidance during your 

implementation, CollegeNET offers a variety of services to ensure your 

success with your Series25 products. 

A CollegeNET consultant can provide consulting services to meet your 

specific needs, either from our offices or on your campus. You can 

arrange consulting services through your Account Manager. 

Log in to the Customer Resources site and go to Implementation 

Services > Consulting for more information. 
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Standard maintenance period

To streamline the communication process and minimize service 
interruption to our customers, we have designated a standard system 
maintenance period of every other Tuesday at 5:00 pm Pacific Time 
beginning February 4, 2014. Each maintenance period will last about 
one hour; if additional time is needed, we’ll inform you. Work 
conducted by CollegeNET personnel during a standard maintenance 
period may include server updates, patch application, and/or 
performance improvements. We will notify you the day prior to a 
standard maintenance period to let you know the exact work we’ll be 
performing. If any critical issues arise between standard maintenance 
periods, we will address them immediately as we always have. 

Please contact your CollegeNET Account Manager if you have any 
questions or concerns regarding this policy.

Data purging in SaaS environments

Who should read 
this section

This section is intended for those sites that have a Software as a Service 
(SaaS) Series25 environment hosted by CollegeNET. If you are hosting 
your own Series25 database and applications in a Database at Customer 
Site (DBCS) environment, this information doesn’t apply to you.

Data purging policy Because certain data in your SaaS environment will become irrelevant 
after enough time has passed, CollegeNET may occasionally purge the 
following kinds of data from your environment:

• Object security exceptions more than 2 years old
• Audit trail data more than 7 years old
• Class and event data more than 10 years old
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Object security exceptions
Object security exceptions are date-specific exceptions to standard 
object security settings for a particular object and security group. They 
are discussed in the 25Live Security Administration Guide. CollegeNET 
may purge any such exceptions that are more than two years old. 
Because they are date-based and are only applicable in the past, you will 
not see any change in your Series25 environment as a result of this data 
cleanup.

Audit trail data
CollegeNET may purge audit trail data that is more than seven years old 
when it is deemed irrelevant to continued successful operation of your 
Series25 environment. 

Classes and events
CollegeNET may purge class and event data that is more than 10 years 
old. 
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General Security 

Do you have a network diagram and flowchart showing the hosted application environment and its 
relationship to other network components?  
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Can you immediately disable all or part of the functionality of an application if a security issue is identified? 

Yes. If a security issue is identified, we are able to disable any part of our application 
infrastructure separate from the rest of our application infrastructure. 

Do you employ Host and Network Intrusion Detection Systems (IDS)? 

Yes. CollegeNET network servers are monitored in real time with multiple Intrusion Detection 
Systems. The IDS locally and remotely monitor the logs, file systems, network traffic, and 
services running on each machine. Our host IDS is OSSEC, and our network IDS is Snort -- 
both IDS industry standards. 

What are your security incidence response processes? 

We do have an Incident Response Plan, available upon request.  

Physical Security 

Is the equipment on which you host your applications located in a physically secure facility? 

Yes. Our equipment is housed in a locked cage in a secure facility with identification card, pin 
number, physical key, and biometric access restriction. 

Who can access the equipment? 

Only authorized CollegeNET IT personnel can access the equipment. 

Does CollegeNET perform background checks on prospective IT employees who may have access to the 
equipment? 

Yes. 

What disaster recovery provisions have you made to ensure continued operation in the event of a disaster at 
your primary facility? 

CollegeNET IT staff perform automated encrypted network backups to a large tape library on a 
regularly scheduled basis. Encrypted copies are kept in at our off-site tape storage vendor.  
Backup encryption keys are also stored off-site in a safe deposit box at a different 
location. CollegeNET also maintains a disaster recovery site in Scottsdale, Arizona.  In the 
event a local disaster in Portland, Oregon renders our primary data center unusable for a long 
time, CollegeNET will relocate operations to the disaster recovery site. 
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Network Security 

Is the network that would be hosting our production environment separate from that hosting your 
development environment? 

Yes. They are in different buildings with firewall restrictions between the two. The production 
network is not able to talk back through the firewall to the development environment. 

How would our data be segregated from that of other customers?  

Your data would be stored in a separate database on a single database server housing multiple 
customer databases. Each customer instance of an application has its own application 
executable in its own space, accessed via a unique user logon and password to the application 
service layer.  

How do you protect our data when it crosses the Internet? 

We use Secure Sockets Layer (SSL) to protect data crossing the Internet from unauthorized 
access by third parties, loss, and fraud. The SSL protocol delivers server authentication, data 
encryption, and message integrity. It is layered beneath application protocols (HTTP, HTTPS, 
SMTP, Telnet, FTP, and so on) and layered above the connection protocol TCP/IP, allowing 
SSL to operate independently of the Internet application protocols. Although account 
passwords are not allowed to cross the network unencrypted, the network is fully switched to 
prevent sniffing of network traffic. We use layered, diverse firewalls (currently Cisco ASA and 
Juniper firewalling modules). In addition, some of our network machines employ firewalling 
software configured to automatically respond to unwanted probing.   

Host Security 

How do you protect your hosting servers from attack?  

CollegeNET hosting servers are configured to prevent intrusions and protect from abuse in 
day-to-day use by a combination of features: 

x Access to the servers is strictly monitored. Shell access is restricted to the local network 
and a few approved static IP addresses. All shell access must be attained through 
encrypted Secure Shell (SSH). 

x Every CollegeNET IT staff member is required to use a strong password for each 
machine they log into. These accounts are randomly run through some of the  same 
password cracking utilities used by hackers. 

x All servers are audited regularly for vulnerabilities. The scanning utilities used are 
updated with the latest security exploits. 
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x Although the servers are firewalled, they are configured, by default, not to trust each 
other. This helps to contain hackers if there were to be a successful hack attempt. 

x All services not in use are shut off, and the remaining services are updated and secured 
before a machine is brought back live on the network.   

How do you keep abreast of possible security vulnerabilities in the operating systems, web servers, and 
databases used by the applications you host? What is your policy for applying security patches? 

The CollegeNET IT staff regularly monitors online security lists for potential operating system, 
web server, database, and other security vulnerabilities and their associated patch fixes. We 
apply new security patches immediately upon discovery. CollegeNET's automated monitoring 
system notifies us when OS updates are released.  Our policy is to deploy updates within one 
month, but in most cases updates are deployed the same day. 

How do you monitor the integrity and availability of our hosted environment? 

We use Big Brother, a web-based system and network monitoring solution. Big Brother 
monitors the real-time availability of network devices, servers, and all network delivered 
services in our IT infrastructure and proactively notifies our IT staff of problems via email, 
pager, and text message. 

What is your password policy for application access?  

The authentication differs, depending on which product/service you are using. In many cases, 
users authenticate using their existing university accounts. In cases where users log in with 
CollegeNET accounts, passwords must contain: 

x At least 7 characters 
x At least 3 of these character groups: 
x Uppercase letters 
x Lowercase letters 
x Numbers 
x Punctuation [ i.e.: !@#$%^& ] 
x NO characters in sequence. [ i.e.: abcdef, qwerty, 123456 ] 

How do you authenticate application users? 

Either against a database table of usernames/passwords maintained through the application, 
through an internal or customer Shibboleth IdP, or through an LDAPS connection to an exteran 
LDAP server (Series) or through a REST authentication interface (some Applyweb products).  
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How are user accounts generated, maintained, and terminated? 

User accounts are generated, maintained, and terminated by authorized system administrators 
at your school using the administrative security functions of the application. 

Web Security 

What web technologies do your applications use? 

HTML, CSS, Javascript, HTTP 

What languages are your applications written in? 

Business and Data later: Uniface and Java/Tomcat (Series) or Java/Tomcat and perl 
(Applyweb). 

Cryptography 

Do you use recognized cryptography algorithms that have been published and evaluated by the general 
cryptographic community? 

Yes. We use SSL encryption as provided by the well-known OpenSSL library. 

What is the strength of the encryption algorithm you use? 

We use only PCI-approved encryption technologies.  

What connection protection cryptographic technologies do you use? 

We use SSL and SFTP. 

Does the hosted application infrastructure require a Public Key Infrastucture (PKI)? 

No. 
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eCommerce 

Do you meet payment card industry standards for the e-commerce component of your applications? 

Yes. CollegeNET is in compliance with the strict requirements of the Payment Card Industry 
Data Security Standards (PCI-DSS). We undergo yearly compliance audits by CoalFire and 
quarterly external network scans by Ambiron TrustWave. CollegeNET is classified as both a 
Level One Service provider and a Level Three Merchant for auditing purposes. 

What protections do your employ for e-commerce transaction web pages?  

All e-commerce transactions are secured with 256-bit SSL Transport Layer Security.  

Do you collect and store credit card information? 

No. CollegeNET works in collaboration with The Bancorp Bank, its merchant bank and Pay 
By Touch Payment Solutions, its payments processor and gateway, to provide its seamless 
online payment processing services. The Bancorp Bank is a publicly held, FDIC insured 
financial services provider headquartered in Wilmington, DE (www.thebancorp.com). Pay By 
Touch is a large scale payment processor with facilities across the United States 
(www.paybytouchpaymentsolutions.com). Online credit card and ACH processing is managed 
primarily from its location in Wilmington, DE. 
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Using 25Live

Navigating 25Live®
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Signing into 25Live
• Sign into 25Live using Username and Password

• NOTE:  What access you have is dependent on your security 
settings set by your administrator
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User Preferences
• After signing in you can set your own User Preferences

• Date / Time Preferences
• Personal contact information (including email signature)
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User Preferences – Date/Time
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User Preferences – Contact 
Information
• One can edit their contact information 
• When editing your contact information you can create a 

standard signature when sending an email
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Navigating Help
• Click the Help button at the upper right of the browser window 

to open up 25Live User Manual
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Navigating Help
• Click the Help      icon found throughout 25Live for context sensitive 

help
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25Live Footer
• At the footer of every 25Live page the following options 

appear

• Icon Legend – legend and description of icons that are found 
in 25Live

• Feedback – email that goes to an institution specific email 
address

• Help Tips – enabling or disabling the tooltips displayed when 
your cursor hovers over a functional area

• Text Size – change text size in 25Live without losing 
functionality
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Special Cursors
• Special cursors appear whenever your mouse hovers above 

the name of an object.

• Left-click the name to open that item in the last view you were 
looking at when clicking on a similar object

• Right-click the name to select the view for opening that item 
or edit/email the item
• Choosing a view from this list will load that item using the 

selected view

Event  - Location  - Resource
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“Star” Items
• “Starred” Events, Locations, Resources and Organizations 

allow quick access to information on the items you work with 
regularly

• By starring items you can later retrieve just those events, 
locations or resources in a single request or on the 25Live 
Home tab Dashboard view

• Contacts may be starred and unstarred, but only in the Event 
Wizard

• Event Types may be starred and unstarred, but only in the 
Event Wizard



© 2014 CollegeNET, Inc.

Quick Search
• From the 25Live Home tab Dashboard, you can perform a 

Quick Search for events, locations or resources and searches

• Enter whole words or a beginning-of-word fragment
• Search will look for matches in the event names and titles, event 

reference number; location short and formal names; or resource 
names

• Searches are not case sensitive
• Results will be displayed under the appropriate tab
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Using 25Live

Navigating 25Live® Tabs
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Home tab
• 25Live Home tab provides two options for your initial working 

view of 25Live

• Dashboard is your browser-based desktop for quick access to a 
variety of 25Live information and functionality

• Calendar provides easy access to pre-defined groups of events 
happening on dates you specify
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Home Tab - Calendar
• Calendar Home tab shows event data from your starred 

objects and searches along with system pre defined searches
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Home Tab - Dashboard

• Dashboard allows one to:
• Quick search
• Begin creating an event
• Access to your starred event, location and resources
• Access to starred event, location, resource searches
• Access to your events and your drafts
• Access to your Tasks
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Home Tab - Dashboard
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Home Tab – Dashboard
• You can drag Dashboard elements to rearrange them
• You can remove Dashboard elements that you do not use
• You can always drag elements back onto the Dashboard
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Dashboard - Locations
• You can find Locations on the dashboard through:

• Quick Search for Locations
• Starred Location searches
• Starred individual Locations



© 2014 CollegeNET, Inc.

Locations – Search for Locations
• If you run a Quick Search from the Dashboard you will be 

brought to the Locations – Search for Locations tab
• If you are looking for something fairly specific, enter a 

keyword to search for locations based on all or part of location 
short or formal name

• Choose from more Search Options to specify more precisely 
the criteria to search on
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Locations – Pre-Defined Location 
Searches
• If you selected a Star Location Search from the Dashboard 

you are brought to Locations – Pre-Defined Location 
Searches

• Pre-Defined Location Searches are existing searches
• Supplied by the system
• Previously created and saved by you
• Shared with you by other users
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Locations – Search – List View
• When running a Location search in 25Live one is able to see 

the results three different ways

List View
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Locations– Search– List View
• When viewing a list view of locations displayed on the 

Location tab you can
• Quickly find a location of interest
• Right-click a location name and select a view format to drill down 

to that location
• Click the     icon to create an event for a location
• Click the       or the      icon to star or unstar a location

• To modify the view, you can
• Click a column heading to sort locations using that criterion
• Turn a column on or off by using the drop-down next to Choose 

Visible Columns
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Location – Search – Availability View

• When running a Location search in 25Live one is able to see 
the results three different ways:

Availability
View
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Location – Search – Availability View

• Availability grid view of locations displayed on the Location 
tab you can
• See at a glance the overall activity for each location on the 

specified date
• Right-click a location name and select a view format to drill down 

to that location
• Roll over a shaded time slot in the grid to see an overview of 

information for that event
• Click an empty time slot to reserve that location for that date/time
• Click the       or the      icon to star or unstar a location

• To modify the view, you can
• Change the date
• Use the Same-Day Event View drop-down to choose whether 

you want to view multiple simultaneous events for the same 
location overlapping on the same line or displayed as individual 
items on separate lines
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Location Search – Calendar View
• When running a Location search in 25Live one is able to see 

the results three different ways:

Calendar
View
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Location Search – Calendar View
• When viewing the calendar view of locations displayed on the 

Location tab you can
• See at a glance the overall activity on each specified date
• Right-click an event name in the calendar to drill down to event 

information, edit the event, or send an email with event details
• Right-click a location name and select a view format to drill down 

to that location
• Click the      icon to create an event for a location

• To modify the view, you can:
• Change the date
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Location Tab – Single Location 
• One can pull up an individual location in 25Live after doing a 

search for a location or by clicking on a location name from an 
event

• There are five views when looking at a single location to 
choose from
• Details View – See at a glance the locations characteristics, 

relationships and instuctions
• List View – See a list of events occurring for specific set of dates
• Availability (Daily) View – See at a glance the daily activity for 

this location on the specified weekday(s) and date(s)
• Availability (Weekly) View – See at a glance the activity, by 

week, for the specified days and number of weeks (great for 
academic schedulers looking at a full term)

• Calendar View – See at a glance the overall activity for the 
location the specified dates
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Locations Tab – Single Location –
Detail View
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Locations Tab – Single Location –
List View
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Locations Tab – Single Location –
Availability (Daily)
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Locations Tab – Single Location –
Availability (Weekly)
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From Location Tab to Creating Event

• Whether you are viewing location search results or looking at 
an individual location it can be a good jumping off point for 
creating an event

• When viewing a location search or an individual location you 
will see Create an Event icon      which will take you to the 
Event Wizard (requesting / scheduling form)

• See PowerPoint 3 – Creating Events for further details
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Calendar Reports 
 

 

Calendar Reports 
 
 
Calendar of Events (3 day) 
 
This report lists scheduled events for a three-day period beginning on a specified date.  You can use 
this report for a quick glance at the dates, times, and locations of events happening in the next three 
days. 
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Calendar Reports 
 

 

Calendar of Events (5 day) 
 
This report lists scheduled events for a five-day period beginning on a specified date.  You can use this 
report for a quick glance at the dates, times, and locations of events happening in the next five days. 
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Calendar Reports 
 

 

Calendar of Events (7 day) 
 
This report lists scheduled events for a seven-day period beginning on a specified date.  You can use 
this report for a quick glance at the dates, times, and locations of events happening in the next seven 
days. 
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Calendar Reports 
 

 

Daily Events 
 
This report lists scheduled events for a specified date.  For each event the report shows the start and 
end times, room locations, event name and title, and contact name and phone number. 
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Calendar Reports 
 

 

Daily Events - Excel 
 
This report lists scheduled events for a specified date.  For each event the report shows the start and 
end times, room locations, event name and title, contact name and phone number, as well as 
additional information. 
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Calendar Reports 
 

 

Event Monthly Calendar 

This report lists all events scheduled during a specified month in calendar format.  For each event the 
report shows the event name and start and end times.  You might print this report to post all classes 
for the month. 
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Calendar Reports 
 

 

Event Space Monthly Calendar 
 
This report lists the events scheduled during a specified date range in a monthly calendar format.  For 
each event the report shows the event name, event start and end times, and room location.  You might 
print this report to post all classes for the month (or any other desired date span). 
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Calendar Reports 
 

 

Space Activity Date Grid 
 
This report provides a weekly grid view, by space, of selected events for a specified date range.  Event 
and reservation names and event start and end times are included for each day and space.  This report 
provides a useful schedule view for the specified spaces, allowing you to identify when each space is in 
use and when available throughout the week. 
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Calendar Reports 
 

 

Space Activity Date/Time Graphic 
 
For each space, a list of event occurrences is displayed in chronological order.  Grouped by date, each 
row represents an event occurrence.  A green bar is plotted on a timeline for each reservation 
occurrence based on the reservation start and reservation end times.  A black bar is plotted for each 
blackout defined for the space. 
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Calendar Reports 
 

 

Space Activity Date/Time Grid 
 
This report provides a weekly calendar grid view, by space, of selected events for a specified date 
range.  Event and reservation names are included for each day and space.  Exact start and end times 
are not listed, but approximate times can be estimated by the placement of the event on the grid.  This 
report is particularly suitable for identifying gaps in the schedule for the specified spaces. 
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Calendar Reports 
 

 

Space Activity Term Grid 
 

For each space, this report lists each event once on each day it occurs.  The list of times (rows) are 
generated by the distinct start and end times of the events in that space within the range of report 
start and end times.  To the left of each listed event is a number representing the number of 
occurrences of the event on that day during the report date range.  This number can be compared to 
the number below each day-of-week column header, which represents the number of times that day-
of-week occurs during the report date range.  The event occurrence number is presented with a 
background color that corresponds to the frequency of the repeating pattern.  A darker shade indicates 
greater frequency than a lighter shade.  For each event, the event name, reference number, event start 
time and event end time are displayed. 
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Calendar Reports 
 

 

Space Monthly Calendar 
 
Grouped by Space, this report lists the events scheduled during a specified date range in a monthly 
calendar format.   You might print this report, for example, to post all classes in specified spaces for the 
month or for the next week. 
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Customer Reports 
 

 

Customer (contact and organization) Reports 
 
 
Contact Directory 
 
This report is a list of all contacts in alphabetical order by last name.  For each contact the report lists 
work phone number, fax number, and email address (if the information exists in the R25 database). 
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Customer Reports 
 

 

Contact Directory - Excel 
 
This report is a list of all contacts in alphabetical order by last name.  For each contact the report lists 
work phone number, fax number, street address, email address, and user account details (if the 
information exists in the R25 database). 
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Customer Reports 
 

 

 

Contacts by Organization 

This report is a list of all contacts in alphabetical order by last name, grouped by organization. For each 
contact the report lists organization contact role, title, work phone number, fax number, and email 
address (if the information exists in the R25 database). 
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Customer Reports 
 

 

Organization Listing 
 
This report lists specified organizations in alphabetical order by organization name.  You might use this 
report to verify that the list of organizations in R25 is complete, and that the basic data about those 
organizations is accurate. 
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Customer Reports 
 

 

Organization Partition Preferences 
 

This report provides a list of the Schedule25 partition preferences for academic departments.  For each 
organization returned from your organization search, you can view the assigned S25 key as well as all partition 
preferences associated with the organization, in the order those preferences were set.  You might want to print 
this report prior to running Schedule25 to insure you have the correct partitions associated with your academic 
departments. 
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E-Commerce Reports 
 

E-Commerce Reports 
 
 
 
Event Transactions by Supply  (25Live) 
 
Grouped by Supply, this report details each item transaction associated with an event.   
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E-Commerce Reports 
 

Event Transactions Excel  (25Live) 
 
This report outputs directly to Microsoft Excel and contains the details of each item transaction 
associated with an event.   
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Event Reports 
 

Event Reports 
 
 
Academic Term Summary 
 
This report lists events scheduled during an academic term.  For each event reservation the report lists 
its date range, days, meeting times, expected and registered head counts, instructor, and assigned 
room(s).  You might print this report at the end of the scheduling process for a term to have a copy of 
all classes and scheduling details. 
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Event Reports 
 

Academic Term Summary - Excel 
 
This report lists events scheduled during an academic term and is intended to open directly in 
Microsoft Excel or Open Office Calc.  For each event reservation the report lists its date range, days, 
meeting times, expected and registered head counts, instructor, and assigned room(s).  You might 
print this report at the end of the scheduling process for a term to have a copy of all classes and 
scheduling details. 
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Event Reports 
 

Drafts Report 
 
This report shows all specified events that have an event state of Draft.  You can use this report to 
quickly see what events have been requested but not yet approved. 
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Event Reports 
 

Drafts Report - Excel 
 
This report shows all specified events that have an event state of Draft.  You can use this report to 
quickly see what events have been requested but not yet approved. 
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Event Reports 
 

Event Checklist 

 
This report lists the events occurring in a space on a specified date with their requirements and 
resources.  It can be used as a checklist to indicate that associated services were performed and when. 
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Event Reports 
 

Event Confirmation (Academic) 
 
This report shows confirmation information for specified events and is particularly suitable for 
academic classes.  Each event confirmation starts on a new page so you can distribute the 
confirmations to different people. 
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Event Reports 
 

Event Confirmation (Detailed) 
Event Confirmation (Detailed) with Pricing Estimate 
Event Confirmation (Detailed) with Related Events 
Event Confirmation (Detailed) with Related Events and Pricing Estimate 
 
This report shows confirmation information for specified events.  It lists all occurrences for each event 
and is particularly suitable for special events.  There are several versions of this report that include a 
pricing estimate and events with a defined content relationship.   
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Event Reports 
 

Event Listing 

This report lists summary information for all events returned from an event search, including event 
type, status, reference number, sponsoring organizations, title, and start and end dates. 
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Event Reports 
 

Event Listing - Excel 

This report lists summary information for all events returned from an event search, including event 
type, status, reference number, sponsoring organizations, title, and start and end dates. 
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Event Reports 
 

Event Requirements by Campus Partition 
 
This report lists event requirement information for specified spaces by space partition.  You might print 
this report periodically (for example, weekly or monthly) and distribute it to anyone who needs to be 
aware of the requirements for upcoming events in particular spaces. 
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Event Reports 
 

Event Requirements by Date 
 
This report lists requirements (with current stock counts) for specified events, grouped by date and 
time.  You might print this report periodically (for example, weekly or monthly) and distribute it to 
anyone who needs to be aware of the required quantities of the requirements for upcoming events. 
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Event Reports 
 

Event Requirements by Space 
 
This report lists the requirements of specified events grouped by assigned space.  You might print this 
report periodically (for example, weekly or monthly) and distribute it to anyone who needs to be 
aware of the requirements of upcoming events in particular spaces. 
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Event Reports 
 

Event Services 
 
This report shows all setup and takedown information for events in specified spaces that have 
associated resources and/or requirements by date. 
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Event Reports 
 

Events by Organization Type 

This report lists events for a specified date range grouped by organization type, organization, and date.  
You might use this report to see how many events an organization is sponsoring on a particular day or 
in a particular week. 
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Event Reports 
 

Events with Space Layouts 

This report lists event space layout information for selected spaces on a specified date.  You might 
print this report periodically (daily or weekly) and distribute it to anyone who needs to be aware of 
space layouts required for upcoming events in particular spaces. 
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Event Reports 
 

Invoice 
Invoice with Related Events 
 
This report shows billing details for an event.  The customer address on the report is designed to 
appear in a window envelope so you can easily print and mail this report to the event customer.  You 
also can email the invoice report to the customer from within R25.  One version of this report will 
include billing details for a selected event as well any of its content related events.   
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Event Reports 
 

Invoice Details - Excel 
 
This report shows pricing details by event and is designed to open directly in Microsoft Excel or Open 
Office Calc.  The Excel Workbook contains two Worksheets.  The first worksheet (Event Summary-1) 
provides a summary of pricing details for each organization with charges for an event. The second 
worksheet (Billing Details-2)  contains a row for each priced line item. 
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Event Reports 
 

Reservations by Date 

This report shows event information for a specified date range.  The events for each date are listed in 
chronological order. 
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Event Reports 
 

Reservations by Date - Excel 

This report shows event information for a specified date range.  The events for each date are listed in 
chronological order. 
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Event Reports 
 

vCalendar Import Messages – Excel 

This report lists messages generated from the vCalendar Import process since a specific Date-Time. 
The report is designed to open directly in Microsoft Excel or Open Office Calc.  The Excel Workbook 
contains four worksheets.  The first worksheet lists the report parameters supplied by the user when 
the report was run.  The subsequent worksheets (error-2, warning-3, info-4) list the various messages 
separated by level into their own worksheet. 
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Master Definition Reports 
 

Master Definition Reports 
 
 
Customer Master Definitions 
 
This report lists customer master definitions from all your organization and contact master lists (the 
sample below shows three).  You might use this report to verify the completeness, accuracy, and 
currency of your organization and contact master lists. 
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Master Definition Reports 
 

Event Master Definitions 
 
This report lists event master definitions from all your event master lists (the sample below shows 
three).  You might use this report to verify the completeness, accuracy, and currency of your event 
master lists. 
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Master Definition Reports 
 

Event Type Report 
 
This report lists all event types in your event frameworks and the categories, requirements, custom 
attributes and contact roles associated with each.  You might use this report to verify the 
completeness, accuracy, and currency of your event types. 
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Master Definition Reports 
 

Pricing Master Definitions 
 
This report lists all pricing rate groups.  You might use this report to verify the completeness, accuracy, 
and currency of your Rate Groups Master List. 
 

 
  

page 45



Master Definition Reports 
 

Resource Master Definitions 
 
This report lists resource master definition for all your resource master lists.  You might use this report 
to verify the completeness, accuracy, and currency of your resource master lists. 
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Master Definition Reports 
 

Space Master Definitions 
 
This report lists space master definitions for all your space master lists (the sample below shows three).  
You might use this report to verify the completeness, accuracy, and currency of your space master lists. 
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Resource Reports 
 

Resource Reports 
 
 
 
Daily Operations 
 
This report lists all specified events for the date range, and may further limit events to those 
with assigned resources returned by the resource search.   

An event will print once for each of the following conditions: 

x When a setup duration is defined (the task label for this entry is "Setup") 
x When the event itself is taking place, which would include the pre-event and post-event 

times if defined (the task label for this entry is "Event") 
x When a takedown duration is defined (the task label for this entry is "Takedown") 
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Resource Reports 
 

Daily Operations by Space 

This report lists all events for the specified date range within the specified spaces.  
 
An event will print once for each of the following conditions: 
 

x When a setup duration is defined (the task label for this entry is "Setup") 
x When the event itself is taking place, which would include the pre-event and post-event 

times if defined (the task label for this entry is "Event") 
x When a takedown duration is defined (the task label for this entry is "Takedown") 
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Resource Reports 
 

Daily Setup Report 
 
Grouped by date, this report lists all specified events in chronological order based on the "Setup 
Ready By" date/time.  The Setup Ready By time is the pre-event start time, if defined.  If a pre-
event time is not defined the Setup Ready By time is the event start time.  If a resource search 
is provided (optional parameter), only events that have any of those resources assigned will 
appear on the report.  Event information includes the primary organization and requestor, 
scheduler, resource and space assignments, and details of those assignments. 
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Resource Reports 
 

Daily Setup by Space 
 

Grouped by space, this report lists all specified events in chronological order based on the 
"Setup Ready By" date/time.  The Setup Ready By time is the pre-event start time, if defined.  If 
a pre-event start time is not defined, the Setup Ready By time is the event start time.  Event 
information includes the primary organization, requestor, scheduler, resource assignments, 
space layout and instructions. 
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Resource Reports 
 

Event Resources 
 
This report will show all resources required for each date in the report date range.  The top 
portion of the report provides a resource summary with resources listed by their assigned 
resource category.  More detailed information for each event reservation is provided below the 
resource summary. 
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Resource Reports 
 

Resource Inventory Worksheet 

This report lists resources returned from a resource search and their stock levels in a format 
that allows you to note current inventory levels. 
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Resource Reports 
 

Resource Listing 

This report lists specified resources in alphabetical order by resource name.  You might use this 
report to verify that your resource list is complete and accurate. 
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Resource Reports 
 

Resource Stock Level Report 

This report lists stock levels for all resources returned from a resource search and the resource 
that can be substituted (if defined). 
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Security Reports 
 

Security Reports 
 
Assignment Policy By Resource 
 
This report lists for each resource, the assignment policy settings of each security group. A system 
administrator might use this report to review resource assignment policy settings. 
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Security Reports 
 

Assignment Policy By Space 
 
This report lists for each space, the assignment policy settings of each security group. A system 
administrator might use this report to review space assignment policy settings. 
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Security Reports 
 

Event Security Report 

 
This report lists all security groups and their respective permissions on selected events returned by an 
event search.  This report is useful in setting up and reviewing your object level security settings on 
events. 
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Security Reports 
 

Functional Security by Security Group 
 
This report shows security access to all functional areas by security group.  You might use this report to 
verify the completeness and accuracy of your functional level security settings. 
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Security Reports 
 

R25 User List by Security Group 

This report lists all security groups and the members of each, including each member’s contact 
information.  You might use this report to verify the completeness and accuracy of your security 
groups. 
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Security Reports 
 

R25 User List by User Name 
 
This report lists all R25 users, including each user's contact information and the security group to which 
he/she belongs.  You might use this report to verify the completeness and accuracy of your R25 user 
accounts. 
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Security Reports 
 

Resource Security Report 
 
This report lists all security groups and their respective permissions on resources returned by a 
resource search.  This report is useful in setting up and reviewing your object level security settings on 
resources. 
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Security Reports 
 

 
Space Security 
 
This report lists spaces and the security groups that have access to them, including the access level for 
each group.  A system administrator might use this report to review space security settings. 
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Space Reports 
 

Space Reports 
 
 
Daily Room Sheet 
 
This report lists the events occurring in specific spaces on a specified date.  The report makes it easy to 
see what's happening in a space on a given day, to see when the space is available for maintenance or 
housekeeping, and to determine open and lock schedules. 
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Space Reports 
 

Layouts by Space 
 
This report lists specified spaces and their available layouts. You might use this report to verify the 
completeness, accuracy, and currency of your space layouts. 
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Space Reports 
 

Space Availability by Meeting Pattern 
 
This report shows the spaces available, within the specified date range, for each standard meeting 
pattern defined in the MeetingPatterns.xml file (or for just those meeting patterns with the duration 
you specify).  MeetingPatterns.xml is located in the reports/ws folder of your R25 WebServices 
installation.  File contents may be edited to specify the standard meeting patterns particular to your 
institution. 
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Space Reports 
 

Space Availability by Meeting Pattern - Excel 
 
This report shows the spaces available, within the specified date range, for each standard meeting 
pattern defined in the MeetingPatterns.xml file (or for just those meeting patterns with the duration 
you specify).  MeetingPatterns.xml is located in the reports/ws folder of your R25 WebServices 
installation.  File contents may be edited to specify the standard meeting patterns particular to your 
institution. This report is designed to open directly in Microsoft Excel or Open Office Calc. 
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Space Reports 
 

Space Blackout Dates 
 
This report lists blackouts defined for the specified spaces.  All blackout definitions that have at least 
one occurrence falling within the report date range are included. 
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Space Reports 
 

Space Definitions 
 
This report is a list of all selected spaces with details including features, categories, layouts, custom 
attributes and relationships. You might use this report to verify that the details of each space are 
complete and accurate. 
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Space Reports 
 

Space Listing 
 
This report lists specified spaces and some of the details of each, including maximum capacity, fill ratio, 
campus partition, and default layout.  You might use this report to verify that your list of spaces is 
complete and that the basic data about the spaces is accurate. 
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Space Reports 
 

Space Unlock/Lock Times 
 
This report lists the standard open and close times for each space returned from a space search, as 
well as the first and last events occurring in each space on each day.  This report is particularly suitable 
for facilities staff. 
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Space Reports 
 

Spaces by Campus Partition 
 
This report lists all spaces sorted by space name and grouped by partition.  You might use this report to 
verify that all spaces have been assigned to the appropriate partition. 
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Space Reports 
 

Spaces by Category 
 
This report lists spaces grouped by category.  You might use this report to verify that all spaces have 
been assigned to the appropriate category. 
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Space Reports 
 

Spaces by Layout 
 
This report lists all space layouts and the spaces that can be set up in each.  You might use this report 
to determine which spaces have a desired layout for a particular event. 
 
 

 

 

page 74



Statistical Reports 
 

Statistical Reports 
 
 
 
Event Type Distribution by Organization 
 
This report shows the number and distribution of event types for each organization, and the 
attendance for events sponsored by each organization.  The data is based on each event's primary 
organization. 
 

 

  

page 75



Statistical Reports 
 

Event Type Distribution by Space 
 
This report shows the number and distribution of event types by space, and the attendance for events 
in each space. 
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Statistical Reports 
 

Monthly Summary by Organization 
 
This report lists the number of events for an organization and their distribution over a monthly time 
period. 
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Statistical Reports 
 

Monthly Summary by Organization - Excel 
 

This report lists the number of events for a set of organizations, and their distribution over a time 
period.  The report is designed to open directly in Microsoft Excel or Open Office Calc.  The Excel 
Workbook contains three worksheets.  The first worksheet lists the report parameters supplied by the 
user when the report was run.  The second worksheet (Organization Totals By Month-2) shows 
calculated values for # of Events, # of Occurrences, Total Attendance and Total Hours for each month.  
The third worksheet (Organization Totals-3) shows the report totals for each organization. 
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Statistical Reports 
 

Monthly Summary by Organization Type 
 
This report lists the number of events for an organization type and their distribution over a monthly 
time period. 
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Statistical Reports 
 

Monthly Summary by Org Type - Excel 
 

This report lists the number of events for a set of organization types, and their distribution over a time 
period.  The report is designed to open directly in Microsoft Excel or Open Office Calc.  The Excel 
Workbook contains three worksheets.  The first worksheet lists the report parameters supplied by the 
user when the report was run.  The second worksheet (Organization Type Totals By Month-2) shows 
calculated values for # of Events, # of Occurrences, Total Attendance and Total Hours for each month.  
The third worksheet (Organization Type Totals-3) shows the report totals for each organization type. 
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Statistical Reports 
 

Monthly Summary by Resource 
 
This report lists the number of events for a specified set of resources and their distribution over a 
monthly time period. 
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Statistical Reports 
 

Monthly Summary by Resource - Excel 
 

This report lists the number of events for a set of resources, and their distribution over a time period.   
The report is designed to open directly in Microsoft Excel or Open Office Calc.  The Excel Workbook 
contains three worksheets.  The first worksheet lists the report parameters supplied by the user when 
the report was run.  The second worksheet (Resource Totals By Month-2) shows calculated values for 
# of Events, # of Occurrences, Total Quantity and Total Hours for each month.  The third worksheet  
(Resource Totals-3) shows the report totals for each resource. 
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Statistical Reports 
 

Monthly Summary by Space 
 
This report lists the number of events for a specified set of spaces and their distribution over a monthly 
time period. 
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Statistical Reports 
 

Monthly Summary by Space - Excel 
 
This report lists the number of events for a set of spaces, and their distribution over a time period.   
The report is designed to open directly in Microsoft Excel or Open Office Calc.  The Excel Workbook 
contains three worksheets.  The first worksheet lists the report parameters supplied by the user when 
the report was run.  The second worksheet (Space Totals By Month-2) shows calculated values for 
# of Events, # of Occurrences, Total Attendance and Total Hours for each month.  The third worksheet  
(Space Totals-3) shows the report totals for each space. 
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Statistical Reports 
 

Organization Distribution by Event Type 
 
This report lists the events sponsored by an organization and the distribution of events based on event 
type.  If desired, it can also be generated to show a graph of event distribution and a comparison to a 
previous time period. 
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Statistical Reports 
 

Organization Distribution by Space 
 
This report lists all spaces for an organization and the number of events in those spaces.  If desired, it 
can also be generated to show a graph of event distribution and a comparison to a previous time 
period. 
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Statistical Reports 
 

Organization Type Distribution by Space 
 
This report lists events for an organization in a group of spaces and the distribution of events based on 
organization type.  If desired, it can also be generated to show a graph of event distribution and a 
comparison to a previous time period. 
 

 

  

page 87



Statistical Reports 
 

Resource Utilization 
 
This report shows how often each resource is being used.  Resources are listed with their 
corresponding stock total if specified.  A report entry is created for each resource stock total with dates 
that fall within or overlap the report date range (so a single resource may have multiple report entries). 
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Statistical Reports 
 

Space Utilization 
 
This report shows how well each of your spaces is being used.  The first part of the report lists 
utilization statistics by event for selected spaces, with a summary of the statistics for each space.  The 
second part of the report summarizes how well each space is being utilized.  For a summary of space 
utilization statistics without event details, use the Space Utilization Summary report. 
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Statistical Reports 
 

Space Utilization - Excel 
 

This report shows how well each space at your site is being used.  The report is designed to open 
directly in Microsoft Excel or Open Office Calc.  The Excel Workbook contains three worksheets.  The 
first worksheet lists the report parameters supplied by the user when the report was run. The second 
worksheet (Space Summary-2) lists report totals for each space.  The third worksheet (Event Details-3) 
lists utilization statistics (by event) for the selected spaces. 
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Statistical Reports 
 

Space Utilization Summary 
 
This report shows how well each of your spaces is being used.  The first part of the report lists 
utilization statistics for selected spaces without event details.  The second part of the report 
summarizes how well each space is being utilized.  For a summary of space utilization statistics 
including event details, use the Space Utilization report. 
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Statistical Reports 
 

Time Spread by Department 
 
This report shows how each department is spreading its meetings across a particular time span for the 
dates you specify.  (A “meeting” is a contiguous period during which a class or event takes place.)  This 
report compares the spread of each department's actual meeting hours against an expected norm for a 
specified critical time period.  The use of Z-scores allows for a fair comparison across organizations, 
regardless of the total number of meetings each organization offers. 
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X25 Report Samples


