
 

 

Step By Step Guide for Requesting an Event with 25Live 
 

Signing in to 25Live 
Please Note:  You will need to attend a 25Live training to gain access to the system. A calendar of trainings 
and information are located on the ECS(Events & Conference Services) website at:  
http://www.csusm.edu/events/25live 
 

Open 25live with either the Firefox or Chrome Web Browser. The address is: 
https://25live.csusm.edu/25live 
 

Once there Click on the “Sign 
In” Link at the top of the page, 
located toward the right side. 

 
Un-Signed in View of 25live 

  

A pop-up will prompt you to 
sign in with your campus user 
name and password.   
 
Please Note: There are terms 
and conditions, that by 
signing in, you are agreeing 
to. You can click the “Terms of 
Service” link for a copy. 

 
Sign in Pop-Up  

  

http://www.csusm.edu/events/25live
https://25live.csusm.edu/25live


 

You can verify that you are 
signed in by the appearance of 
your name in the top right 
where the “Sign In” link was 
located previously, as well as 
the appearance of the “Event 
Wizard Tab”. 

 
 

Signed in view 
Click on the “Event Wizard 
Tab” This will open the Event 
Request Form. 

 

 

Event Request Form 
The following will detail each of the sections of the Request form itself. Any item with a Red asterisk is a 
required field and must be filled in before the event will save. 

Event Name: This field will allow you to enter an 
event Name up to 40 characters in length.   

 
Event Title: This optional field will allow you to 
expand on your events name.  If you have special 
guests or multiple events but different focuses, 
you can use the Event Title to indicate. 
  

 

Event Type: Select if your event will be a “Simple 
Event” (Room Only) or an “Event Requesting 
Services” which can include, but is not limited to: 
Parking, Catering, amplification etc. You MUST 
click the event type to move it to the right side 
and select it.   

Once selected you will see a star  next to the 
name indicating if it is one of your favorites.  

By Starring items you 
will be able to find it faster and it will be listed 
under you “Starred Types”  

 



 

Primary Organization:  This is the organization 
who is responsible for the event, usually it is the 
requester’s organization.  When starting out, the 
Search tool is the best for finding your 
Organization. Once you Select it and it appears 
on the right you may want to “Star” it so it will 
appear automatically next time you request an 
Event.  

 
Note that Athletics is selected, but NOT Starred. 

 

 

Event Date and Time: 
 

 
This area is key to finding a location for your event. By select the date and time, the system can display 
available spaces that match your desired criteria. If this is a repeating event you will enter only the date of 
the first occurrence. 
 
Pre/Post event Time: 
If you click on either the “Pre-Event/Setup Durations”, or the “Post-Event/Takedown durations” Links 
a section will appear allowing you to reserve extra time before or after our event for pre-event set up a post-
event clean up. This is helpful if you want to arrive early to decorate a location before the beginning of your 
event but you wish to keep the events published start time the same. As a requestor you only need to change 
the “Pre-Event” or “Post-Event” times.  

 

 
 
 
Repeating your event: 
Using the “Event Repeats?” drop-down you can select a repeating pattern for your event. We recommend 
using the “Ad Hoc” method as you can simply click on each date that you want your event to repeat on. The 



 

Selected Dates will appear in a list below.  
 
Please keep in mind that the repeated dates will be for the exact same time.  Reservations at different times 
must be on separate requests and can be “related”. 
 

 

 
You can click the “X” to the right of any of your selected dates to remove it from the list. You do NOT need to 
change anything in the “status” field. 
 

 

Event Head Count: You are only required to fill in 
the “Expected Head Count” value. 

 
NOTES: 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Event Location:  
By Selecting a method in the “Find by…” box you can indicate how you wish to find 
locations to place your event.  If you do not have any starred locations or 
collections we would recommend starting with either the Categories or Search.   
With Categories, once you select a category, a list of locations will be displayed 

along with a Green Check Mark  to indicate that it is available for all of your 

dates and times.  A Red Triangle  will indicate that it is NOT available. (If you 
have the Hide Unavailable check box selected 

 it will only display 
locations that are available. 
 
To select a location simply click on it and it will be 
moved to the right side of the screen 
indicating that this is a location you wish to 
request.  If it is one you prefer you might wish to 
add a Star 
More than one space: You may add more 
than one location to your event if you wish by 
simply clicking another to add it. 
 
 

 

Event Resources: 
The Event Resources Sections behaves similar to the Location selection field; however there are much fewer 
resources available. Keep in mind all locations come with any furniture already located there so you do not 
need to request chairs for a conference room or classroom. 
 

 
 

  

 
 
 
 
 
 
 

 



 

Event Description: 

 
 
This section is one of the most important because it helps your audience to learn more about your 
event. If you have other events that are similar then the description will set them apart. 
 If your event is a simple department meeting for on campus personnel then that is a perfect description 
explaining the event and who it is for. 
 
Featured Events Calendar 
An option later on in the request form is to have your event elevated to the “Featured Events Calendar”.  
If you select this, your event must have a description that contains information about who to contact, 
any charges for the event, as well as whom the event is intended for. If you have published a description 
in other locations it would be ideal to use that description here.  Since Featured Events Calendar 
requests are reviewed by the Communications Department it could help them be more aware of the 
importance of your event with a good description. 
 
A Note about Cut And Pasting Your Description: 
If you wish to cut and paste text from other programs we recommend that you first past it into a 
notepad program to clear out all of the formatting that comes along with more advanced word 
processors. Cutting and pasting directly from websites/word may cause a delay in the processing of 
your event. 
 

 

Custom Event Attributes: 
This section is intended as a series of questions to help ECS work on your event.  If you selected a 
“Simple Event” type (Room Only), you will not see any options here. However, if the event type selected 
is “Event Requesting Services”, you will now be asked a series of Yes/No questions to help ECS 
determine which services you will need.  Please answer all of them. 

 

Simple Event 
 
 
 
 

 

Event Requesting Services 

 
 
 

 



 

Campus Calendars  
This section shows a number of campus calendars that you can elect to have your event posted to.   Keep 
in mind that the description that you entered above will be what is displayed to the public.  DO NOT 
enter any information or descriptions in the Calendar Comments fields.  

 Featured Events Calendar - If you select this, your event must have a description that contains 
information about who to contact, any charges for the event, as well as whom the event is 
intended for. If you have published a description in other locations it would be ideal to use that 
description here.  Since Featured Events Calendar requests are reviewed by the 
Communications Department it could help them be more aware of the importance of your 
event with a good description. 

 

 

Event Attribute: 

 
This section will allow you to select from one of the User-Selectable Calendars. You can select a Calendar 
for your event to appear on, or you may opt not to select any so it does not appear on any calendar.  
NOTE:  Your event will still be visible in 25live even if you do not select a calendar, this only controls 
visibility on the calendars. 
 

 

Event Comments: 

 
Any information that you would like to convey to ECS about your event you can place here. This includes 
information about your setup, or if you would like special instructions or information. 

NOTES: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Click Finish: 

 
Once completed you can click the finish button and the system will save your event and double check 
that your location(s) are available.   We strongly recommend that you review the details of your request 
one last time by clicking on View Details. 
 

 
 
ECS will then route your request and an approval/denial will be emailed to the requestor.  Please make 
sure that your email address in 25Live is correct.   Allow up to 3 days for an approval/denial response 
and up to 5 days for locations that require a secondary approval.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Quick Guide 
 

The following steps outline the steps that must be completed to request and event. 
 

 Sign in. 

 Click on the “Event Wizard” tab. 

 Event Name: Very important to allow users to find your event when viewing calendars. 

 Optional – Event Title 

 Event Type 

 Organization: this is the primary Organization for your event and will determine your pricing, so 
please select this carefully. 

 Date/Time for your event 

o Keep in mind if you need to reserve your location before or after your event time, please 

use the “Pre Event, and Post Event” times. 

 Expected Headcount 

 Select as many spaces that you would like, the system will denote available spaces (based on 

your date/time) with a green Checkbox, and any NOT available with a red triangle. 

 Optional – Event Resources: any extra items that you need such as tables/chairs, umbrellas. 

 Event Description: When your event is viewed the description is what will answer the questions 

who the event is for, and any extra information such as contacts, web sites, or attendee 

restrictions. 

 Event Custom Attributes: Any additional information about your event to enable the Event & 

Conference Services department to assist you in planning your event.  For quick and efficient 

processing of your event, please click “yes” or “no” to all of the questions.   

 Campus Calendars: Shows a number of campus calendars that you can elect to have your event 

posted to. 

 Optional – Event Comments: Any additional information that you would like to provide about 

your event to the scheduler you can provide here. 

 Allow three days for approval/denial. 

 Allow five days for locations needing secondary approval. (i.e. USU or ARTS 111) 

 

Reminders 
 

 We recommend using the browsers Firefox or Chrome, not Internet Explorer. 

 “First 3 Weeks Rule” applies to ALL academic locations.   

 Group your reservations by month and therefore by year. 

 Cutting and pasting text directly from websites/Word may cause a delay in the processing of 

your event.   

 

 

 

 

 


