25Live: How to Submit a Request

Need help?

I f you candét remember
Forgot Passcode link on the webCentral login page.

your

p as s c e8dled700 o bave yauc gasscode eeset/or 1@setHt ydurgelf hreugk a t

Browser recommendations: the site operates best on Firefox or Chrome. If you use Internet Explorer, be sure you are in

Compatibility Mode.

For specific questions about scheduling timelines and policies, contact the schedulers responsible for the location you desire. To find the
contact for a location, view the location details in 25Live by clicking on the location name in any view. Processing time varies by unit and
may be delayed until rooms are satisfactorily assigned to courses for any given term. Plan accordingly and submit your request at least

aweek in advance.

For information about scheduling events on campus,
such as when to contact Risk Management in
regards to insurance coverage, use the Event
Planner Guide provided by Conference and Event
Services located right below the 25Live link in
webCentral.

Getting Started
To access 25Live:

Option 1:

-Go to www.PioneerWeb.du.edu.

-Go to the AResourceso Ta

-Click the first l' i nk in
and Eventso box.
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http://www.pioneerweb.du.edu/

Option 2:

{3 CollegeNET, Inc. [US] | https://25live.collegenet.com/du;

-Visit https://25live.collegenet.com/du/

S

[

25LIVE

Loading Application...

Signing into 25Live
The sign in link is located in the upper right and the
lower left of the browser.

Ji’" Home ‘ ‘ [&] Events ‘ | W Locations ‘ |L';_,Organizatiun5

Once logged in, select "Create an Event" to submit a room reservation. Use the location tab to search for space information and

availability. For detailed instructions on submitting reservations and planning events on refer to ion on the
Resources tab of webCentral. ‘ Dashboard | [ Calendar |
& Quick Search 9 ‘ @ Help

N E— (" Recenty viewed | }

‘ (none)

o  Popuir Locations o]

W STURM 248
Sturm Hall - Room 248 - Sam & Frada Davis Auditerium

!

W STURM 281
‘ # Public Event Searches (n] ‘ | Sturm Hall - Room 281 - Lindsay Auditorium

‘ [v] Acaemic Calendar-Traditional Progs |

[[] See when these locations are available

[X] Sturm College of Law (SCOL) Events
[X] Sturm Hall 1st Floor Events
[&] Sturm Hall 2nd Floor Events

3rd Floor Events



https://25live.collegenet.com/du/
https://25live.collegenet.com/du/

Sign in using your DU ID and passcode.

o Sign In

If you need an AAC study room, do not submit your request
via 25Live. Instead, please visit http://go.du.edu/reserve-aac-
study-spaces

Username: |8?

Password:

SignIn|

To quickly book study spaces in Anderson Academic Commeons log in as AACGroupStudy
with a password of groupstudy.

For all ether roem reservations, log in using your DU ID and passcode. If you need your
passcode reset, please contact the UTS Help Desk at 303-87 1-4700,

Creating a Request

¥ Home ‘ ;}Event Wizard ’E Events | W Locations | | & Resources | | £5 Organizations | [ Tasks | B} Reports

Start by clicking eitheorclitkigthef C r € s s s S S i it e | (S
~ - N A Quick Search @ 5 customize Dashboard GHelo
AEvent Wizardo tab. PERCT D N
. . . . [ Find Avaiable Locations ==
You can also start a request from any calendar or availability grid using s ST  Sa— 5
the penCII icon. |knuwquRE—;,i,«—!mu::n..z,wmmenensuﬁmez ipEEElrEies ©
S EE © &, Your Stamed Resources @
2 Your Saed Evrt Seches @ e
£ Your Starred Location Searches @
[ Your Event Drafts @
) Tasks @

You have No Tasks on Today's Agenda

¥ 1con Legend B4 Feedback ¥ Help Tips:

£2008 - 2¢

013 CollegeNET, Inc.  Privacy P 5o



http://go.du.edu/reserve-aac-study-spaces
http://go.du.edu/reserve-aac-study-spaces

Navigating through the Event Wizard
There are two ways to navigate through the 25Live Event Wizard:

1. The Navigation Bar:

Located at the top-right side of the request and at the bottom of the event @ » H B @ B
request, the ANext o and APreviousbo gh
the event request. The top-r i g h't panel ionch wtdtesn a

AiHel po button.

[ Cancel [ Save

2. The Navigation Panel:

@ Dissertation defense

Dissertation / Thesis

Located on the left-hand side of the event wizard, the Navigation Bar allows you to skip to any of the
event wizard in any order.

English, Department of

*Note, this panel will only be available after a requester inputs all
event information. This is helpful when something has been missed

Thu Apr 02 2015 12:00 pm - or if something needs to be changed prior to saving the event
Thu Apr 02 2015 2:00 pm
request.

5 Attendees Expected

@
Scheduler
8

Requestor

Thesis/Dissertation Event

] Tentative ID:

eac



Entering you request details

|} Event Name Start by entering the basic event information. & 3 =] [&] (7] ]
Name: Ent er your eThisimstadbs . Event Name
required field. *
This field is required.
Title: If applicable, enter an event title, as Event Title
well. This is not a necessary field. Event title
should be different from event name. Event Type

Event Type: Select an event type. This is a
required field.

Primary Organization for this Event

NOte The event type CannOt be Changed Additional Organization(s) for this Event
once your request is saved. ’

This drop down box will allow you to

search for the most appropriate [ Cancel H save
event type. Star event types that you

use most frequently for easier

selection on your next requests.

Primary Organization: Select a Primary
Organization. This is a required field.

Start typing your organization in the drop down box. Organizations will begin to populate as you type. Choose your organization and add a
star to the organization for easier selection on futurerequests. ] f you cannot find your or gRleadealattyouon, c |
event scheduler so they will be able to assist you further.

Additional Organization: If the event is co-sponsored, those organizations can be added under the additional organizations area. Enter this
the same way as you would enter the Primary Organization field.



*Notice, your information will begin to
populate on the Navigation Panel on the 25Live Handbook
left-hand side of the screen. How to Reguest an Event

The information in black are added from the
requesteros input. The |
missing information and will not allow the
requester to proceed with submitting their
request until the areas in red have been

fixed.

Training / Workshop
Registrar, Office of the

Expected Headcount: Enter an expected headcount (this can be an
estimate and needs to be greater than zero (0). This is a required field.

Registered Headcount: Enter a registered headcount. This is the
amount of guests that have confirmed for the event; however, this is not
required.

Event Description: A description can be provided for any event.

The description will show on events on public calendars and internally
within 25Live.

Descriptions can provide information about the event and any details
necessary for attendees.

The description can be entered using the provided style editors or it
can be provided in HTML code on the source tab.

Enter additional basic event information.

Expected Head Count Registered Head Count
IS 2

® 1 Don't Know

Event Description (HTML-Enabled)
hh 3 & ® L, B 7 U

A~ B~ E

x

[l
il
]
i il
i Wl

Font Family Font Sizes v

& P M B ©



Event Date and Time:

L]
Does this event have more than one occurrence?

- Before a date and time can be entered, the requester must
determine if a repeat is needed. After the choice has been

No
made, the requester may enter their event date and time This event has only one occurrence.
(See next page for more information on event repeats)_ Any other related events are separate and distinct.
Yes

- The event start date and event end date will always be
. B 3 This event has more than one occurrence.
equal to eaCh Other regardless If the event WI” or WI” nOt It has daily, weekly, monthly or ad hoc repeats, and they are
. . all part of the same event.
repeat. If an event is to take place over a 24 hour period,
the event time should start at 12:00 am and end at 11:59
pm with a daily repeat (see next section).

&0
Tell us WHEN this event takes place.

first occurren

- Enter the event start time and event end time. Do not
include event setup or takedown in the event start and end
time.

[— ]
Event Start: Tue Dec 01 2020 il 10:00 am

e —
Event End: Tue Dec 01 2020 |, E| 11:00 am

Does this event require

. . Setup or Pre-Event time? * Yes No
- If event setup or event takedown is required, please enter
the amount of time required. Event setup and takedown Setups | [lPars | [gftours | [g]Minutes
are not included on any calendar thus preventing guests Precevent: | [fPeve | [fteurs | [ofMinvtes
from arriving early or staying later while takedown occurs. Reservation Start: 10:00 am
Does this event require
Post-Event or Takedown timez  ® Yes No
Post-Event: % Days < Hours 2 Minutes
Takedown: % Days 2 Hours 2 Minutes

Reservation End: 11:00 am



Event Repeat:
Choose the appropriate repeat for the event.

-Ad Hoc Repeat: Does the event repeat on an odd schedule, i.e. January
12, February 27, March 1 and 39?2 Choose this repeat and add all those
dates to one request instead of creating multiple submissions. This will
not only save time but will make the event more organized for both
requester and scheduler.

-Daily Repeat: Choose the day i Monday, Tuesday, Wednesday, etc. i
you would like to have your event repeat. Choose the end/last date the
event will take place or choose how many times the event will occur.

-Daily Weekly Repeat: Choose the days your event will take place. This
can be multiple days (see image on lower left).

-Monthly Repeat: Ch oo s e A Re p eiaRepeatyfrod the siart or
end of the month 7 o r ifRepeat ibRepeBts anitheiripsn*d
MONDAY* of the month.

* = THESE ARE INTERCHANGEABLE IN THE SYSTEM

-Does Not Repeat: If you chose a repeat by mistake, click this choice to
continue. Note: This screen may pop up even if you chose NO in a past
screen.

All of the dates selected are displayed in the occurrence list for easy
verification and specific comments can be entered for each occurrence.

Event repeat can also be chosen/changed by using the drop down box
(see the lower-l e f t i mage | abel eidthigiisMeher& they
repeat can be changed).

Repeat

Choose how this event REPEATS.

Ad Hoc Repeats

Indivi dates to add to the event.

Daily Repeats

Example
3rd day thro

v for 5 occurrences; Repeats every

Weekly Repeats

Ex.

Does Not Repeat

This event has only one cccurrence,

Describe how this event REPEATS.

Weekly Repeats v

Repeats every | Week v

Repeats on « Mon Tue Wed Thu
Fri # Sat Sun

Repeats through | Tue Dec 01 2020

*' Ends after 2 L iterations
Occurrence List
Date Commaents Status
Tue Dec 01 2020 i Active
Sat Dec 05 2020 4 Active

Mon Dec 07 2020 i Active

Sat Dec 12 2020 P Active



Event Locations: Select location(s). ltisrecommended searching by typing in the building i
on the keyboard. Locations with a green check mark are available locations for the day(s) you have entered for your event. Locations
with the red caution sign are not available for all or some days of your event. You must click on your location choice for it to populate in

the ASelected Locationso area on the right. I f t he | oc andtficationd o e s
will not go to any schedulers to process your request. If you selected a location by mistake or decide not to use a selected location for
any reason, you can remove the location by clicking eorequesthe red 0 X

Note: Hovering over a location will create a popup window (see below) that will allow requesters to see the features of the room, such as AV
and capacity. Images for some rooms may not be available.

' Add, remove or edit EVENT LOCATIONS. @« ®» Hd B @ &

¢ Your Starred Locations... Selected Locations

_ ) ¥ STURM 134 v v &
Search bv Location Name... Sturm Hall - Room 134 - Classroom
Max Capacity: 30

sturm

Features: MNone
STURM 124 A Selected Occurrences: All Occurrences
Sturm Hall - Room 124 - Classroom Conflicts: None
e View and Modify Occurrences
STURM 134 W

Sturm Hall - Room 134 - Classroom
Max Capacity: 80

STURM 151 v
Sturm Hall - Room 151 - Lecture Hall
Max Capacity: 140

STURM 154 \\7/’
Sturm Hall - Bonm 154 - &nthronoloor Seminar Boom
Show onty my authorized loc ations that have @ Refresh
no time conflicts

«| Enforce head count

Saved Searches...

Advanced Search...



Resources: If needed, select appropriate resources. Resources are items that are not available in a location but can be brought in for use
during an event. Note: If resources are not required, this page can be skipped.

To find a resource, it is recommended searching by typing in the buildinginthe search box and hitting the A

Resources with a green check mark are available locations for the day(s) you have entered for your event. Resources with the red

caution sign are not available for all or some days of your event. You must click on your location choice for it to populate in the

fSel ected Resourceso area on the right. 1 f the resource fidatiomwill not ¢

not go to any schedulers to process your request. If you selected a resource by mistake or decide not to use a selected resource for any

reason, you can remove the | ocation by clicking on thetsred AX0. St
“ Find and select EVENT RESOURCES. @« » H B @ B8

1¥ Your Starred Resources... Selected Resources

4 AV - DVD PLAYER v v B3
Search by Resource Name... Selected Occurrences: All Occurrences
dvd Conflicts: None
View and Modify Occurrences
ACTSS - Blu-Ray / DVD / VHS Player
AV - DVD PLAYER
DVD PLAYER (MAIN CAMPUS OMLY)

EMCS - DVD / VHS Combo Player

@ Refresh

Saved Searches...

Advanced Search...



Additional Information: Selecting the event type generates different questions on this tab that help the schedulers properly manage your
event. If an item applies to your event, check the box on the left and provide the information in the text box. This area is most commonly
used for:

O«

Adding Secondary Contact

Adding Course Name, Subject Code, Subject Course Number, Instructor Name

Checking a radio box confirming if parking will be required, if alcohol is going to be served, etc.

Note: These are not required elements in general but schedulers reserve the right to ask you to complete specific items if you skip this
step when creating your initial request and your request may not be approved until those items are completed.

O¢ O«

Contacts:

The scheduler and requestor box will default to the requester submitting the
event request into 25Live. The event manager box will be blank but can be

changed. It is recommended this box be used when a student worker is B IL IS T (T S 2o
inputting the request on behalf of a supervisor. The supervisor® information
can be inputted into this box. Begin searching by typing the contact& name Scheduler
(first or last) and choosing the correct contact. @ x v
Requestor
@ Coxov

Event Manager

&



Categories and Calendars: This provides an additional method for identifying events for filtering on reports and public calendars. You can
check the box for any item that is relevant to your event. Donotc | i ¢ k A CThe belbw iAdgé is absample of categories and calendars
requesters can choose.

201301 Academic Calendar Off Campus Event
201310 Add & Drop Open to the Public
201320 Admissions Orientation
201325 Alumni Calendar Practice

201330 Autumn Interterm Production

Event Comments: The Event Comments area is for requestors to
provide additional information for schedulers and service providers.
Information included here can include setup needs, information about
room adjustments, etc.

Add additional COMMENTS and NOTES for this
event.

0 For AV setup, please visit the University Library's Event Media Event Comments
Support webpage: http:/library.du.edu/services/media-

support/event-media-support.html

For event setup, such as tables and chairs, please visit the

Conference and Event Services Event Setup & Production

Services webpage:

http://www.du.edu/facilities/services/eventproduction.html

[@]3

Internal Notes

Internal Notes: This area is only viewed by schedulers and can be

used for maintaining internal notes about the event, setup, special

needs, dates of conversation with the client/requester, etc. This is the

place to alert schedulers to needing more than one room if possible or

if room preference A is unavailable, asking for room preference B or C p
instead.


http://library.du.edu/services/media-support/event-media-support.html
http://library.du.edu/services/media-support/event-media-support.html
http://www.du.edu/facilities/services/eventproduction.html

Affirmation:Read t he AAffirmati ond anTdisistequoed. il Agreedo for the event

Affirmation

By submitting this request, I agree to the following terms. If I cancel
the event associated with this request, I assume responsibility for
contacting any service providers associated with my request (audio-
visual, custodial and facilities services) and notifying them of the
cancellation. My organization will be liable for any fees for services
to those providers for cancellation without notification. I agree to
return any furniture I have moved to its original location.

(]I agree ¥

Event State: Leave this as TENTATIVE. Clicking CANCELLED will undo all the work a requester just did which will require everything to be
resubmitted. A requester can certainly cancel their event request here if preferred; however, this can be done at a later time (noted in a later

section).

You're ready to save this event!

k] Tentative
The event is scheduled, but is awaiting Confirmation from its
Scheduler,

¥ Cancelled



Verify Event Details on the Left-Hand Panel

25Live Handbook . . .. . ..
% How to Submit a Request If any of the event information is incorrect, please correct it at this time. Requesters can
jump to any section by clicking on any of the inputted information just as they would a
link on a webpage.

Training / Workshop

Registrar, Office of the

10 Attendees Expected

Tue Dec 01 2020 8:00 pm -
Tue Dec 01 2020 9:00 pm
Setup: 1 hour

Takedown: 1 hour

Repeats every week on Tuesday and Saturday
for 2 iterations

W STURM 124
All Occurrences

Scheduler

(& 5}
Requestor

»] Tentative

Save the Event
<4 Back

This can be done from any page of the event - the last page or from any
page edits were just made. 3 Cancel



Heading: In order for an event request to reach a scheduler, requesters must choose an event heading. The heading is where in the
database the event is saved to based on who is hosting the event. This can have some impact on how events are pulled for various reports
and calendars. To summarize, choose a heading based on the following information:

- Student: All student groups should pick this heading, i.e. student organizations, group study, or any other type of student-hosted
event

- Internal: DU instructors and other members of DU staff should choose this heading including those events organized or sponsored by
University Departments or Organizations

- External: If an event does not fit into the previous two described headings, the event most likely fits under the external heading. This
heading is typically for events hosted by individuals or organizations outside the University.

- Do n 6 tThiKheadimng should be avoided at all costs. Requests kept under this heading will never reach a scheduler thus
never become confirmed. Without a confirmation, a group can be asked to vacate any location on campus. If a requester has any
guestion on which heading to choose, pl ease contact the univer si

Under which heading would you like to save this event?

I Don't Know

If you do not choose a heading, this event will be saved as a Draft, and any Locations or Resources
you selected will only be assigned as a preference.

EXTERNAL EVENTS
INTERNAL EVENTS
STUDENT EVENTS

Save

Click Save

You request is done! Once a request is completed and saved, notifications are created for the appropriate location and resources
scheduler(s) to review, approve, and confirm your request. Nothing is reserved until the appropriate scheduler(s) approve the request.




Summary page: This is the final screen. You can view event details, edit the request, email a copy of the request to whomever the
requester would like, print, star (favorite), make a duplicate/copy, and/or establish relationships. If nothing more is needed, please click the
red X to close the request window.

Creating: Example Meeting New Event...

L CreaTiNG: ExampLe MeeTING @ ® @ B B

This event has been successfully saved.
| Event Reference: 2013-AAHSPY
[ Last Saved: Tue May/14/2013 2:56pm
" All Required Fields Complete

" No Scheduling Conflicts Detected! View Details Wiew the Event Detai!s page for this event. & Print Confirmation L_'ﬂ Copy
The full range of actions are available to you

‘What's Next? More Event Options

from there. ¥ Create "To Do" -u Establish Relationships
Need to make some more edits to this Add to Starred?
# Namae: Example Meeting avent? Click this button to start editing.
Title
T . Meeti Email the details of this event to its
ype: B stakehclders or anyone else.
# Date and Time: Tue May/14/2013 5:00pm - 5:00pm

repeating every day for 7 iterations
# Primary REGISTRAR, OFFICE OF THE Event Tasks
Organization:
itional anization(s) - .
Additienal Organization(s) 12 Active Assignment Tasks

% Expected Head o
Count:

Registered Head Count
Locations: DSC OUTDOOR TABLE 1; DSC
CAMPUS GREEN

Resources

Additional Any 3rd party vendor(s)?
Information:

Description:

Categories and Calendars

Comments
Contact Roles: Requestor
State: Tentative

Internal Notes



Helpful Shortcuts

Cancelling your Event

In the event details screen, under the Details tab, a requester can cancel their event by using the drop down box labeled fEvent State.o0
Requesters may or may not see the fiConfirmedo choice when making their selection; however, requesters will see the fiCancelledo option.
This will cancel the event.

Note: As the requestor, you are responsible for contacting and notifying all other vendors of the cancellation. To cancel AV, email [library-
AVstaff@du.edu]. To cancel event setup (such as tables and chairs) please visit [http://www.du.edu/facilities/event_services.html]. If you set
up something with Sodexo, please call (303) 871-4744. If there is anyone else, make sure you let them know, too!

\.| How to Submit a Request vt | e |

Er Edit this Event | Event State: Tentative v {ﬁ' More Actions... v @ Refresh @ m

= [&] confirmed
Event Details Event Ocg

Event Name: Copy of 25Live Handbook Start Date Start Time | cancelled End Time Assignments
Event Title: How to Submit 2 Request Tue Dec 01 2020 8:00pm Tue Dec 01 2020 9:00pm w
Event Type: Training / Workshop
Reference: 2014-AA0AQU Sat Dec 05 2020 8:00pm Sat Dec 05 2020 9:00pm w
Alien UID: Tue Dec 08 2020 8:00pm Tue Dec 08 2020 9:00pm w
SEf TrE”taﬁVE Sat Dec 12 2020 8:00pm Sat Dec 12 2020 9:00pm W
Organization: 3 Registrar, Office of the
Cabinet: SPECIAL EVENTS
Scheduler: Cf.i Rael, Alexandra
Requestor: Cf.i Rael, Alexandra
Head Count: 10 expected
Tasks Completed:
Approvals: 0/0
Assignments: 0/0
To Do's: o/0

View this event's Task List
Creation Date: Wed Dec 10 2014



mailto:library-AVstaff@du.edu
mailto:library-AVstaff@du.edu
http://www.du.edu/facilities/event_services.html

Copying your Event

When copying your event, everything will be pulled in from the event you copied including date(s) & time(s) of your event, organization(s),
location(s), and resource(s).

0 Event Name wil/| now begin with ACopy of é06 Change if necessary.
0 Organization(s) will be the exact same. Change if necessary.
0 Event Locations will be the exact same. This will cause the red flag on the event request. It is recommended this be changed to avoid

having the request cancelled.
0 Event Date and Time will be the exact same. Change if necessary.

Before saving the event, verify with the left-hand panel all event information is correct. Save the event, choose the appropriate heading, and
click the save button.

25Live Handbook | New Evenl...

@ 25Live Handbook This event has been successfully saved. Close 4

How to Submit a Request

What's Next? More Event Options
Training / Workshop

Registrar, Office of the View Details View the Event Details page for this event. The full Q Print Confirmation
range of actions are available to you from there.

10 Attendees Expected

¥| Create "To Do" .=» Manage Relationships
Tue Dec 01 2020 8:00 pm - INEEEI to make sml'l_m more edits to this event? Click this - ) )
Tue Dec 01 2020 9:00 pm AT D SR EELT Manage Bindings & Take Ownership of this Event
e LT
Setup: 1 hour _m Email the details of this event to its stakeholders or Add to Starred?
Takedown: 1 hour anyone else,

Repeats every week on Tuesday and Saturday
for 2 iterations

W STURM 124 Event Tasks

All Occurrences

No Active Tasks
5 Rael, Alexandra

Scheduler

) Rael, Alexandra
Requestor

»] Tentative

Donel



Establishing Relationships

There are times when 25Live will make establishing relationships easy, like below. If this is the relationship a requester wants to establish,
simply click the button.

I f not, click the AMore Relationship Optionso and choose the event



