
25Live User Guide 

Logging into 25Live 

1. Access the 25Live login page by selecting the “Click Here to Begin Using 25Live” link at the 
bottom of the page.   

2. Next, click on “Sign In” in the upper right-hand corner:  

 
3. You will then be directed to login with your FAUNET ID and password.  Once fully logged in, 

you will be able to submit an event reservation request.   

Submitting an event request 

1. To begin your request, click on “Event Form” in the upper right-hand corner: 
 

 
 
 



2. Start by filling out all required fields: Event Name, Event Type, Primary Organization, and 
Expected Headcount.   

3. Next you will enter the desired date and time of your event.  If the event repeats, please click 
on “Repeating Pattern” and make a selection from the drop-down menu.  
*Please note that this form should not be used for events that start in less than 2 
business days*  

 
 

For example, if the event will repeat every week on that same day, select “weekly” from the 
drop-down menu and then select the last date of the event.  When done, click on “Select 
Pattern.”  



 
If there are any dates from the repeating pattern that need to be excluded, such as university 
holidays, click on “Manage Occurrences.”  And select “Remove” for those dates.  When done, 
click on “Close”: 

 
 
 



Alternatively, if the event will have an irregular meeting pattern “Ad hoc” option can be selected. 

 
 

Once the “Ad hoc” repeating pattern has been selected, the needed meeting dates can be 
selected from the calendar. 

 
To confirm that the selected dates have been added to the reservation, click on “Manage 
Occurrences.”   

 
Once the dates and times are set you can move on to searching for an available location.   
 
 

 

 



4. In the “Location Search” box you have two options.  Either select a saved search or enter the 
specific location that you are interested in using.   

 
 
Select one of those searches to review availability: 

 
 



Alternatively, if you know the specific room you would like to reserve you can enter that in the 
“Search Locations” field and then click “Search” to check for availability: 

 
*Please Note* You may need to adjust your meeting days/times if no rooms are available. 

5. Once you have found an available location, click on the green “Reserve” button to move 
forward with making the request.  You will see the location added to your reservation request.  
When done, click on “Save” to submit your request for review.”  

 



Checking the availability of a specific location 
 

1. Click on “25Live” in the upper right-hand corner to be taken to the 25Live homepage if not 
already there.   
 

2. In the “Search Locations” field enter the room number you are interested in checking.  Using 
the two-character building code, a space, followed by the room number.  For example:  

 
Click “Enter” or the search icon.  From this page, you can select “Availability” or “Availability 
Weekly” to see when the room is available: 

 
If you see an available day/time you would like to request, simply hover over it with the cursor 
until a pencil icon appears.  Clicking on the pencil icon will redirect you to the “Event Form” 
so that you may complete your request.   
   


