
Using 25Live



Signing In

Your username will be the same as your email. The password will be different. If you 
are a new user, you will need to request a new account.



Search for spaces by location

More details are provided including features and capacity. 
Click on calendar or availability to see when the space is free.

Searching for Locations



Creating an Event



All lines marked 'required' must be filled out.



If your event is a public event, it will be displayed on the 
events calendar. Include a description in your request.



Click on this option if you need additional time for set 
up or breakdown

If you need a room for multiple days, select each day 
on the calendar.

The pattern options are listed above. If you need a 
room at different times on different days for the same 

event (i.e. interest sessions), select Ad hoc.



Click on View All Occurrences to select specific times for 
each date of your event.



Use the search feature to find a room in the building 
you want to use for your event.



All lines marked required must be filled out. Add any additional 
information by selecting the yes or no feature on each option.



Insert comments about specific rooms, layouts, etc. in 
this comment box.

Event state will be marked tentative until it is confirmed



Be sure to document your event request ID number. It may be 
needed in correspondence with Event Services.


