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I. Revision Control 

Document Title: 25Live General Space Request Manual 

Author: Conferences & Events Office 

Date By Action Pages 

2 



 

  
 

 

   

 

 

 
   

    

    

   

   

  

    

  

  

   

  

  

    

     

  

   

    

   

 

 

II. Table of Contents 

I. Revision Control  .................................................................................................................................................................................................................................................................  2 


II. Table of Contents.................................................................................................................................................................................................................................................................  3 


III. Logging into 25Live  .............................................................................................................................................................................................................................................................  4 


IV. Quick Schedules  ..................................................................................................................................................................................................................................................................  6 


a. Definition of a Quick Schedule  ...................................................................................................................................................................................................................................  6 


b. Step-by-Step Process for Placing a Quick Schedules Request .............................................................................................................................................................................  6 


c. Making Edits to a Quick Schedule  ............................................................................................................................................................................................................................ 21
 

V. Events Listings ....................................................................................................................................................................................................................................................................  22
 

a. Definition of an Events Listing ..................................................................................................................................................................................................................................  22
 

b. Step-by-Step Process for Placing an Events Listing Request ...............................................................................................................................................................................  22
 

c. Making Edits to an Events Listing  .............................................................................................................................................................................................................................  37
 

VI. Full Events ...........................................................................................................................................................................................................................................................................  38
 

a. Definition of a Full Event  ............................................................................................................................................................................................................................................  38
 

b. Step-by-Step Process for Placing a Full Event Request  ........................................................................................................................................................................................  38
 

c. Making Edits to a Full Event .......................................................................................................................................................................................................................................  56
 

VII. University Processes  .........................................................................................................................................................................................................................................................  57
 

a. Processes for Events  ...................................................................................................................................................................................................................................................  57
 

b. Processes for Campus Spaces ...................................................................................................................................................................................................................................  57
 

VIII. Campus Space Notes .......................................................................................................................................................................................................................................................  58
 

a. Event Space Restrooms  ..............................................................................................................................................................................................................................................  58
 

b. Event Space Resources ...............................................................................................................................................................................................................................................  58
 

c. Requesting a Location not found in 25Live ............................................................................................................................................................................................................  58
 

IX. Conferences & Events Office Contact Information ...................................................................................................................................................................................................  59
 

3 



 

 
 

 
 

 
 

 

 
 

 
 

 
 
 

 
 

 

 
 
 
 
 
 

 

'"' ~ a hf!l:ls://www.csuci.edu 

G SearchCI 
myCI Library Directory Ma 

Cl Events 

Up Next 

Date 

JUL6 

CSUCI offers an unparalle led student -centered learning experience in one of Southern 

California's most scenic settings . Channel Your Pocemial! 

Bvent 

CANVAS 1: GETIING STARTED WITH CANVAS 
10 :30 AM- 12:00 PM, Solan o 1201, FIT Studio 

EVENTS ... 

• Up Nexc 

Today (All) 

Request Event 

III. Logging into 25Live 


From the CSU Channel 
Islands website 

(www.csuci.edu) click on the 
“Events” button in the upper 

right hand corner. 

To log in, click on the 
“Request Event” button. 
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myCI 

Dolphin Name NEWliOCI? 

Activate yo ur account 

Dolphin Password 

Help 

Sign In 

,. __ ,_ 

This will direct you to log into 
your myCI. Use your myCI 

credentials to log into 25Live. 

Once you are logged in, you 
will be directed to the 25Live 

homepage. 
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IV. Quick Schedules 

a. Definition of a Quick Schedule 
A Quick Schedule request was designed to accelerate an event request process; when you are in need of a space only. Before you begin, please note that 
this process should only be used if your event requests meets the following criteria: 

i. Requires use of a space only 
ii. Attendees will be Internal (campus) attendees only 
iii. No Resources or Services are needed 
iv. Automatic unlocking/locking of the room, exterior building doors and restrooms is not needed 

Please note that all Conference Rooms are scheduled to be unlocked from 8:00AM to 5:00PM year round. Classrooms are only scheduled to be unlocked 
when classes are in session, Monday-Friday of the academic school year. Event Spaces are never scheduled to be unlocked, unless an event has requested 
automatic unlocking times (this is done through a Full Event Request). 

b. Step-by-Step Process for Placing a Quick Schedule Request 

On the 25Live homepage, click 
the “Create an Event” 

button. 
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stM1 by f'ntcrlng ttir. ba .-wnt :t ~ 

v nl N m 

" nt 'ti 

vent Type 

P mary t<, nl2 ti n f 1hl h 01 

Addition I Org ni7 t nn( ) fc..- thk v ,nt 

Cancel Save 

Start by eniering the basi :c event informati:on. 

Event Name 

Th is field is req u i r,e,d. 

Event T iitle 

* 

You will be directed to the 
“Event Wizard” where you 

will begin to fill out the 
request form. 

Start by filling out the “Event 
Name” and “Event Title”. 

These are required fields, they 
must be filled out in order to 

proceed to the next page. 

The Name and Title can be 
the same, however the Title 

allows more characters and is 
what is displayed on the 

Events Calendar.  

7 



 

 

 

 
 

 

 

 
 

Event Type 

Search for an Event Type .. * 

Primary Organization for this Event 

Search for an Organization .. * 

Add itional Organization(s) for this Event 

Search for Additional Organizations .. 

<1111 Back Next~ 

la Cancel I IB Save I 

Start by enter ing the basic event informati on. 

Event Name 

Quick Schedule Request - TEST ~ 

Event T itle 

Quick Schedule Request - TEST ~ 

Event Type 

I 1 - Quick Schedule u ·I~ 

C::J Primary Organ ization for this Event 

I 1 - QUICK SCHEDULE u " YI~ 
Additional O r ganization(s) for this Event 

Search for Additional Organizations y 

~ Back @g) 
[Cl Cancel [ [El Save [ 

Choose “1 – Quick 
Schedule” for Event Type 

and for Primary Organization 
for this Event. 

Once all fields are filled out 
and have green checks, click 

the “Next” button. 
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Enter addit:i :ona ll basic event iinformati ion. I 
--

Expected Head Count 

5 : if 

Even:t Description (HTM !L-Enabled) 

~ )( ID lfil L B I l:! ~ x-
A ... Pl ... j;'= 4"'= - - - -
Font Famfly Forit Sizes ·- ·-,., ,., ~- ·-~- ·-
J> '"2 ti;, Ii;! ~ <> 

Enter the “Expected Head 
Count” for your event. 

Once entered, you will see a 
green check. 

To place an “Event 
Description” type in the 

Event Description Box. This 
can be viewed by anyone 
looking at this request in 

25Live. 
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Enter additional basi c event information. 

Expected Head Count 

Event Descr i ption (HTML - Enab led) 

.fl• • §::§':§_ 

Font Family ... Font Sizes 

Ouick Schedu le Request - TEST 

""'Back 

[Ci Cancel [ [8 Save 

Is this a repe .ating eve nt? 

No 
This event happens only once. 

Any other related ev ents are separate and dist inct . 

Yes 
This event occurs multiple times. 

It repeats dail y, weekly , monthly , or irregularly (ad hoc ). 

"4 Back 

lt:1 Cancel I 1~ Save 

Once all fields are filled out 
and have green checks, click 

the “Next” button. 

If your request is for one 
occurrence, select “No”. 

If your request is for multiple 
occurrences, select “Yes”. 

*Note* 
All occurrences must have the 

same Start and End times. 

Once you select Yes or No, 
click the “Next” button. 
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TeH us WHEN thiis ev ,ent takes place. 

Select the dates/times for the initial event in the repeating series. 

Subsequent occurrence dates wiff be entered on the next page. 

Mon Juli 24 2017 ,:oo am 

Mon Jul 24 2017 :30 am 

i'.l] The ·first occurrence hegins and ends 011 the same day . 

Tell us WHEN this ,ev,ent takes place. 

Sele.ct the dat.esjtimes for the initial event in the repeating series. 

Subsequent occurrence dates will be entered on the ne·x;'-"i· !ffl'I,,..._ 

Ev,ent Start :: Mon Jul 24 2017 

9:30 am .... 
Event End :: Mon Jul 24 2017 ... g.j.fi,ii 

161 10 :30 am D 
L'i'-.J The first occurrence begins and ends 011 t e ! 

J.1:00 am 

Befor:e and After 

l.1 :30 am 

]2:00 pm 

Enter the “Start” and “End” 
date for your request. 

Click on the calendar icon to 
choose the date. 

*Note* 
Your request “Start” and 
“End” date should be the 

same, unless your event spans 
to midnight. 

If your event repeats multiple 
days, select “Yes” on the page 

before.  

Enter your “Start” and 
“End” times by clicking in the 
time boxes and selecting from 

the drop down menu. 

Pay special attention to 
AM/PM. 

*Note* 
The Event Start and End times 
should be your actual event 

time.  
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Back 

Tell us WHEN t h i,s eve nt takes place. 

Se!ec.t the dates/times For the initial event in the repeating series , 

Sub£eque n t occurrence dates will be entered on the next page. 

Eve nt Start: Mon Jul 24 201 7 

Eve nt End: Mon Jul 24 2017 

~ 
~ 10:00 am 

11:30 am 

~ The fir-st occur-r-ence begins and ends on the same day . 

Defore and After 

Does this event require: 

additional time before the event? @ Yes t) No 

Setup: : Days f: Hours ] : Minutes 

C r-e-Event: .... [>,ays 

Does this event require 

additional time after the event? 

G ost-Event: 
... 

Days ... 
Takedown: ... ... Days 

lt:1 Cancel I 

... Hours ; Minu~ 

Res erv ati on Start : 10:00am 

@ Yes /0 No 

... 
"' 

Hours ]: Minu;;:::> 

1: Hours ]: Minutes 

Rese rv ati on End: 1 1 :30am 

IB Save 

Next Iii--

If you need any extra time 
before or after your event 

time, click “Yes”. 

Use the “Pre-Event” and
 
“Post-Event” arrows to add 


Days, Hours and Minutes
 
needed to set-up your event.
 

*Note* 

The Setup and Takedown
 
fields are utilized by the C&E 

Laborers for the purpose of 

setting up and taking down 


resources. 


Do not use these fields. 
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<11 Back I 

Tell us WHEN th is event takes place. 

Select the dates/times for the initial event m the repeating series . 

Subsequent occu"ence dates will be entered on the next page. 

Event Start: Mon Jul 24 20 17 ~ 10: 00 am 

Event End: Mon Jul 24 2017 ~ 11:30 am 

~ The first oc curr11:mce begins and ends on the same da y. 

Before and After 

Does this event r equi r e 

additional time before the ev e nt ? 

Setup: Da ys 

Pre-Event: Days 

Does this event r equire 

additional tim e aft er the event ? 

Post-Event: Days 

Tak edown: .._ Days 

,.. Back 

@ Yes " No 

Hours Minutes 

... Hours. : Minutes 

Reservation Start: 9:00am 

@ Yes " No 

Hours Minutes 

... Hours • Minutes 

Reserv ation End: 12:30 pm 

Next.,. 

jB Save 

Choose how this event REPEATS. 

Ad Hoc Repeats 

Individu ally se lect dates to add to the event, 

Daily Repeats 

Ex am ple s: Repea ts every day fo r 5 occu rren ces ; Repeats ev ery 
3rd da y thro ugh a specifi c date. 

Weekly Repeats 

Example s : Repea ts every week on Mond ay and Thu rs day for 12 
occurr ence s; Repeats every oth er wee k throu gh a sp ecific da te. 

Monthly Repeats 

Ex amples: Repe a ts every month on t:he 1s t and 15th throu gh a 
spec ific date ; Repeats every 3rd Mond ay of the month for 5 
occurrences. 

Does Not Repeat 

This even t has only one occurrenc e . 

[t:1 Ca n cel [ [El Save 

Event Durati on: 

1 Hour, 30 Minutes 

Reserv atio n Durati on: 

3 Hours, 30 Minutes 

Next.,. 

As you add time, you will see 
the Reservation Start and End 
times update, as well as your 
Event Reservation and Event 

Duration times. 

Once all time is set, click the 
“Next” button.  

If you selected that your event 
had multiple occurrences, you 
will come to this page, where 
you will select your repeating 

dates. 

Select your preference for 
entering dates and click the 

“Next” button.  
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;; Describe how this event REPEATS. 

I Ad Hoc Repeats H 
Click on any date to add it to the Occurrence List . 

0 l lul 1• 1201, l • I D 

Su Mo Tu We Th Fr Sa 

L 

24 25 26 2-7 28 29 

~ 31 L 

Occ urren ce Li.st 

Date Comments Status 

Mon Jul 24 20 17 I . 1 I Acti v e H 
Wed Ju l 26 2017 I . I I Active H X 

Thu Jul 27 2017 I :I I Acti ve H X 

Fri Jul 28 2017 I .J I Active H X 

Sat Ju l 29 2017 I .cl I Acti ve H X 

Sun Jul 30 2017 I ,I I Acti v e H X 

r 

Occurrence List 

Dat e Comments Status 

Mon Jul 24 20 17 I ... I A ative GJ 
Wed Jul 26 20 17 I ... I A ative GJ X 

Thu Jul 27 2017 I ... I A ative GJ X 

Fr i Jul 2.8 20 17 I ... I A ativ ,e GJ X 

Sat Ju l 29 2917 I .,c.. I Canoe lled I.,.. I J ~ 
Sun Jul 30 20 17 I ... I I A ativ e GJ X 

--

(::0 
I .... Back I I Next .... I 

lei Cancel I 1~ Save I 

Once you enter your repeat 
dates, it will automatically 

generate an Occurrence List. 

*Note* 
Date Occurrences cannot 
span across calendar years.  

If you are planning to have 
your event take place in two 

calendar years, place one 
Quick Schedule Request for 
the first year and a separate 
request for the second year.  

If there is one date on the 
occurrence you don’t need, 

you can change it from 
“Active” to “Cancelled”. 

Once all of your dates are 
chosen, click the “Next” 

button.  

14 



 
 

 

 

 
 

 

                                                                                                                                                     

 
 

 

[Find and select EVENrr ILOCATIO NS. 

* Yo111 must s,e lied at ~st one l11catfo1 • 

i::l Your Starred Locations ••• 

Search by Loc::ati on Na me ... 

Saved Sea irches ••• 

Advanced Search .,.. 

Advanced Search .... 

~ -ho_o_s_e_a_f_ea_t_ur_e_ ... ____ ___ __ 
•All . Any ~ -ho_o_s_e_a_c_a_te_g_o_ry_-____ _.. __ ...... 
•All Any 

~ haose a la1r·auL==========:===== 
~ - 200 

•All Any 

Search 

Select your Event Location 
preference.  

*Note* 
Selecting a certain location in 
this section does not mean 

you are guaranteed this space. 

If you want to do an 
Advanced Search, click that 
option to find a space based 

on the space Features, 
Categories, Layouts or 

Capacities.  
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Advanoed Search .. ,. 

Featur ,es: 
[ A.V. - Conference Phone Port Availa ble X] 

I • All I . Any 

Categories : [ Conference Room X] I 

I • All I . Any 

Layouts : Choose a layout. .. I 

I • All I . Any 
( I Se-ardi I ) 

Capacity : 20 ,or less 
l 

~ 

AU 02 21 v' A 

Aliso Hall 2.2.L - Canferecnce Roam ~ 
Max Capacity: 12 

BTE28 10 Ill 
Bell Tovl'=r East 2810 - Canferecncec Room 

Max Capacityi 12 

BTW 1188 &. 
Bell Tawer W est - Arts and S-ciencec.s Conference Roam 

Max Capacity: i7 

BTW2185 ~ .... 
...,_ ......... ' r -

[] Sh ow onJy my auth Drized locations that hav e €) Ref resh 
no time oDnflicts 

IC] E.nfarce hea cl count 

I 

You can keep clicking as many 
options as you like. Once you 
are finished selecting options 

hit “Search” to generate a list 
of spaces that match your 

requirements. 

This will generate a list of 
spaces that meet your 

requirements.  

If the space is available on 
your desired dates and times, 
a green check will appear next 

to the space name.  

If the space is not available on 
your desired dates and times, 
a red triangle will appear next 

to the space name.  
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Sel 1ected LoraUons 

MDR1641 . 

Made r a Hall 1641 - Ge ner al Oo nfe renoe Roo m 

Max Ca pa city: 8 

freatui-es: A .V. - Gonf.e r,enoe Pha,ne Rort Av a ilable; 
A.V. - Proj e.ction Sc ir,ee n; A.V. - Pro ject o r , Data ; 
Seati ng - Co nf.er,en oe 

Select ,ed Oeccui-i-eneces: 2017 -07 - 24 ; 20 17- 07 - 26 ; 
2017 -07 - 27 ; 20 17- 07 -26 ; 2017 -07-30 

Conflicts: Na,ne 

View and Modiify Occui-i-ences 

<r You.- s~.-.-ed Location s ••• 

P Search hy t ocation HamP ... 

Adv Ju t..'"cd Se Jn :h ... 

r 11:.alv~ : 

AU02:n 
.-.hLC>to•"ZU•C,,.f.,•-.:••­
J.t.l• C..••11rr-1 12 

DTE2610 
.. ,_on~tio (;a,-,'~111:­

"" .... ca••a..,1n 

OTW11N 

•All • .,.,.,,, 

•All • .liny 

,, 

~1-rli'•..t M-t•l'ldSC'l<O HC4>H-•II_,., .. _c.,_ . ....,, 17 

ITW2115 -- -" --··'"'•-'--•••,.••- yf a 

SI\OWCll'f~.,,-,ltill~btl!,l'w't, E) 11~r"" .-.-~1111:n 
~ t.,,.._t..l_.. 

-4 Back Next .. 

£1 Can cel ~ Save 

St::k:Cl t.d LVCilllOn !I 

o,MDR1641 

MIider• Kan 1'641 • c.e .... ,..1 Coriolt'ff!N ~ 

" •xC.pa.clty: I 

I u tu .-- ""-V, • Cc,nftret1C• pt,,an,a Port Av,..,.~1 
A.V, Pr'o.lectlO"I SCTM"i A,1/. • Pro,eoo, , o.t•; 
Seat.'1Q1°C:onf<f!fil!nc11 

!.4!1ected Ucc w,rt!Mu;; 2'011-c:i:r-.i•; ::nu,-o,-x, 
2<011-01-11: ~017,07 ~o: ?Ol7 ·07 ·l(I 

((l nm i:tJ.:lii:ir,,e 

Click on the space you want 
to reserve. 

Once it is selected, it will 
show up under Selected 

Locations. 

*Note* 
You can select as many 

locations as you would like to 
reserve at the same date/time. 

If you selected a space and 
would like to remove it, click 

on the red “X”.  

Once the Selected Location is 
correct, click the “Next” 

button.  
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~~ Find and select EVENT RESOURCES. 

<:! Your Starred Resources .. . 

A.V. Services Requested 00 . 
C&E Services Requested 00 

Facilities Services Requested 00 

I.T. Services Reques te d 00 

Library Services Requested 00 

Police & Parking Services Requested 00 

S.U.B. Services Reque sted 00 

-
(t) Refresh 

C::0 
P Search by Resource Name ... 

Saved Searches ... 

Advanced Search ... 

I <Ill Back I I Next IJo-I 
lei Cancel I IB Save I 

Select EVEN T CUSTOM ATTR I BUTES for this event. 

There .are no, Custom Attribut ,es fo r this Ev,ent Ty pe . 

C::0 I ... Back I I Next""" I 

I ·Cancel I ,~ Sav,e I 

Quick Schedules do not use 
any resources. Skip this 

section and click the “Next” 
button.  

Quick Schedules also don’t 
use any Custom Attributes. 

Continue by clicking the 
“Next” button.  
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-4 Back 

Select CONT ACTS for thilS event. 

Scheduler 

I Lomba rdi, Tyler 

tyler. lo mba rdi@CScuci.ecJu 

I Lomba rdi, Tyler 

lt:1 Cancel I IB Save 

dit CAT GORI for thi vent 

Al mni 

Community 

Don't P1.1blish To Thi? W~b 

StudE?nt Organ izations 

Next..,. 

Select your name as the 
“Requestor”. Do not touch 
the “Scheduler” section and 

click the “Next” button. 

Quick Schedules will not be 
published to the web even if 

you select one of the 
“Categories”. Skip this 

section and click the “Next” 
button.  

*Note* 
If you would like your Quick 
Schedule to publish to the 
web, see the Events Listing 

section. 
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Select w hich CALENDARS sho uld pub lish t his eve nt. 

There are no Ca len da rs to Publish for this Ev ent Ty pe . 

~ I -4 Ba.ck I I N,ext..., l 
I Cancel I 18 Sa.ve I 

Add additional COMMENTS and NOTES for this 
event. 

Event Comments 

~ 
... 

I "'4 Back I I Next_.. I 

la cancel 1 ,~ Save I 

This section is also not 
applicable to Quick Schedules. 

Continue by clicking the 
“Next” button.  

Type an “Event 
Comments” if applicable to 
your event and continue by 
clicking the “Next” button. 
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c. Making Edits to a Quick Schedule 

Verify or change the EVENT STATE. 

~ Draft 
Your Location and Reso urce selections wi/J be sa ved as 
preferences until this event is changed from its Draft state. 

[ <Ill Back [ 

[Ci Cancel [ 

j QUICK SCHEDULE REQUEST· TEST lul_lfew __ E_ve_ n_t. _ .. ~[ ________________________________ _ 

QUICK SCHEDULE 
REQUEST - TEST 

Quick Schedu le Request - TEST 

1 - Qu ick Sch e dul e 

1 - QUICK SCH EDULE 

5 Att endees Expected 

Mon Jul 24 2017 
10 :00am - 11 :30am 

Pr e-Even t: 1 hour 

Post -Event: 1 ho ur 

Rep ea ts on 7 /26 , 7 / 2 7 , 7/ 2 8 , 7 / 29 , 7 / 30 

@Lo mba rdi, Ty le r -fiJ Lombard i, Ty ler 

Jlea= tor 

~ Draft ID : 20 17-ABBVBR 

Here 's som e Information About Your Even t 

W Locations Saved a.s Event Preferences 
Locat ion 'MDR164 1.' was remo ved from Jul 24 2017 and converted ' 
Locat ion 'MDR164 1' was remo v ed from Jul 26 20 17 and con v e rt ed 1 

Locat ion 'MDR!.64 1' was remo ve d from Jul 27 201.7 and converted 
Locat ion 'MDR !.641 ' was remo v ed from Jul 2B 2017 and conv e rt ed 1 

Locat ion 'MDR!.64 1.' was remo v ed from Jul 30 201.7 and convert ed 

What 's Next? 

( V"iew Details ~ Vie~ th e Event Details page for t his ev er 
availab le to you from there . 

Edit ~ Need to make som e mo re edits t o th is e1 
edit ing. 

___ co_v_v __ ~I ~~~~t;e~d c~irh ~f ::: : : : ~: : i~ e~~n~ : , 

re.solve any poss ible confl icts. e-,,ns ..... ~ ma,I the deta;ls of th ;s event to ;ts sta k, 

Ev e nt Prefer e nc es _J 
The fo llowing locat ions were requested for th is eve nt: 

11111 MDR1641 

Event Tasks I 

No Active Tas ks 

Select “Draft” for your Event 
State and hit “Save”. 


*Note* 

Once the event has been 


saved in the Draft State, it is 

sent to the C&E Office for 


processing.  


The space is not reserved until 

you receive an email from 


25Live stating the event has
 
been moved out of the Draft
 
State and into a Tentative
 

or Confirmed State. 


Once your request has been 

saved, you will be directed to 


this page.
 

Here you can make “Edits”
 
to your request or “View
 
Details” to look at your 


request.  


*Note* 

You can only make Edits to 

requests that are in a Draft 


State. Any Edits that need to 

be made to a Tentative or 

Confirmed event can be 


requested by sending an email 

to events@csuci.edu. 


Do not use the “Email” 

Section, this is for the C&E 


Office. 
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V. Events Listing 

a. Definition of an Events Listing 
An Events Listing request was designed to accelerate an event request process; when you are in need of a space only but would like the reservation to 
populate to the Events Calendar. Before you begin, please note that this process should only be used if your event requests meets the following criteria: 

v. Requires use of a space only 
vi. Attendees will be Internal (campus) attendees only 
vii. No Resources or Services are needed 
viii. Automatic unlocking/locking of the room, exterior building doors and restrooms is not needed 

b. Step-by-Step Process for Placing an Events Listing Request 

On the 25Live homepage, click 
the “Create an Event” 

button. 
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. t.u1 by f'Dt(rlng lflf' bll r.wnt torm;11'on. 

"'111 N<1m 

" nr , t i 

¥e11t Type 

P m ry Ot<J nil t n fo lh C... 111 

Adcfilicm I Ur 11i1:o111lcm( ) fo,- th . " ,nt 

C1ncel Save 

Start by entering the basic ,event informaUon. 

Event Name 

* 
Th is f ield is req u i r,ed. 

Event Tiitle 

You will be directed to the 
“Event Wizard” where you 

will begin to fill out the 
request form. 

Start by filling out the “Event 
Name” and “Event Title”. 

These are required fields, they 
must be filled out in order to 

proceed to the next page. 

The Name and Title can be 
the same, however the Title 

allows more characters and is 
what is displayed on the 

Events Calendar.  
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Event Type 

Search for an Event Type ., * 

Primary Organization for this Event 

Search for an Organization " * 

Additional Organization(s) for this Event 

Search for Additional Organizations ., 

~ Back Next..,_ 

let Cancel I IB Save I 

Start by entering the basic event information. 

Event Name 

Event s List ing Request - TEST >/ 

Event Title 

Events List ing Requ est - TEST >/ 

Event Type 

I Event s Listi ng -{;f . Iv-

C::0 Primary Organization for this Event 

I 1 - QUICK SCHEDULE 'W' X . Iv-

Additional Organization(s) for this Event 

Search for Additional Organizations ., 

Back I Next.- I 

[ct Cancel [ [8 Save I 

Choose “Events Listing” for 
Event Type and “1 – Quick 

Schedule” for Primary 
Organization for this Event.  

Once all fields are filled out 
and have green checks, click 

the “Next” button. 
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Enter addit:i :ona ll basic event iinformati ion. I 
--

Expected Head Count 

5 : if 

Evertt Description (HTML-Enabled), 

~ )g ID Ci L B I !J ~ x 
A .... A ... .E ~ - - - - -
Font Family Folilt Sizes 

,_ ·-y y ·- ·-~- ·-
<f>• h.~ [i;I 11!11 <> 

Enter the “Expected Head 
Count” for your event. 

Once entered, you will see a 
green check. 

To place an “Event 
Description” type in the 

Event Description Box. This 
can be viewed by anyone 
looking at this request in 

25Live and by clicking on the 
Event name on the Event 

Calendar.  
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Event Descript ion {HTML-Enabled) 

Eh X lfJ Iii! Ix B I ~ X, x' 

A T A T - - - - ~ E 

Font Family T Font Sizes T ·- ·-·- ·-·- ·-
tf> -~ ~- ~ 8 +, <> 

Events Listing Request - TEST 

C::J 

(§) I <Ill Back I 
let Cancel I Is Save I 

..... 
l:fflJ Is tMs a repeati ng event? 

No 
This event happens only once . 

Any other related ev ents are separate and distinct . 

r Yes 
This event occurs multrple times .. 

It repe.ats daily, weekly, monthl y, or irregularly (ad hoc). 

C::J @ID) I -4 Back I 
le1 Cancel I IB Save I 

Once all fields are filled out 
and have green checks, click 

the “Next” button. 

If your request is for one 
occurrence, select “No”. 

If your request is for multiple 
occurrences, select “Yes”. 

*Note* 
All occurrences must have the 

same Start and End times. 

Once you select Yes or No, 
click the “Next” button. 
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TeH us WHEN thiis ev ,ent takes place. 

Select the dates/times for the initial event in the repeating series. 

Subsequent occurrence dates wif! be entered on the next page. 

Mon Ju li 24 2017 ,:oo am 

Mon Ju l 24 2017 :30 am 

~ The ·f irst occurrence hegins and ends 011 the same day . 

Tell us WHEN this ev ,ent takes place. 

Sefect the dates/times for the initial event in the repeating series. 

Subsequent occurrence dates will be emtered on the ne·x.t;;,,~-. 

Event Start :: Mon Ju l 24 2017 

9:30 am ... 
Event End: Mon Jul 24 2017 ... g.j.f i,ii 

10 :30 am D l!l] The first occurrence hegins and ends 011 t e ! 

Before and After 

11:00 am 

11:30 am 

]2:00 pm 

Enter the “Start” and “End” 
date for your request. 

Click on the calendar icon to 
choose the date. 

*Note* 
Your request “Start” and 
“End” date should be the 

same, unless your event spans 
to midnight. 

If your event repeats multiple 
days, select “Yes” on the page 

before.  

Enter your “Start” and 
“End” times by clicking in the 
time boxes and selecting from 

the drop down menu. 

Pay special attention to 
AM/PM. 

*Note* 
The Event Start and End times 
should be your actual event 

time.  
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Back 

Tell us WHEN t h i,s eve nt takes place. 

Se!ec.t the dates/times For the initial event in tfie repeating series, 

Subsequent occurrence dates will be entered on the next page. 

Eve nt Start: 

Event End: 

Mon Jul 24 201 7 !.;:~ :j 

Mon Jul 24 2017 ~ 

10:00 am 

11:30 am 

l!l] The fir-st occur-r-ence begins and ends on the same day . 

Defore and After 

Does this event require 

additional time before the event? @ Yes t) No 

Setup: .... Days I ... Hours .... Minutes 
"' 

.., .... 

C: r-e--Event: 
.... Days ... 

Does this event require 

additional time after the event? 

G: o~-Event: : D.ays 

Takedo w n: ..... Days 

lt:1 Cancel I 

.... 
Hours 

.. 
Minut ~ ... ... 

Rese rv ation Start : 10:00am 

@ Yes 0 No 

.... 
Hours 

.... 
Minut ~ .., .... 

.... 

.... Hours 
.. 
.... Minutes 

Rese rv ati on End: 1 1 :30am 

IB Save 

Next Iii--

If you need any extra time 
before or after your event 

time, click “Yes”. 

Use the “Pre-Event” and
 
“Post-Event” arrows to add 


Days, Hours and Minutes
 
needed to set-up or take-


down your event. 


*Note* 

The Setup and Takedown
 
fields are utilized by the C&E 

Laborers for the purpose of 

setting up and taking down 


resources. 


Do not use these fields. 
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""Back 

Tell us WHEN this ev ent takes place. 

Select the dates/times for the ini tia l even t m the repe a ting series 
Subsequent occurrence dates will be entered on the next page. 

Even t Start: Mon Jul 24 2017 r;:j 10: 00 am 

Event End: Mon Jul 24 20 17 r;::'.j 11: 30 am 

rl] The first o ccurren ce begins and ends on the sam e da y. 

Before and After 

Does this event require 

additional time before the event? 

Setup: Days 

Pre-E vent: Da ys 

Does this event require 

additional time alter the event? 

Post -Event: Days 

Takedown: Days 

[CJ Cancel I 

.._ Back 

@ Yes (!'.) No 

Hou rs Minutes 

Hours Minutes 

Rese rv ation Start: 9 :00 a m 

@ Yes i, No 

Ho urs ::_ Minutes 

Hours : Minutes 

Rese rv ation End: 12 :30pm 

Next"" 

[i;::i Save 

Choose how th is event REPEATS. 

Ad Hoc Repeats 

Individually select dates to add to the event. 

Daily Repeats 

Examples: Repeats every day for 5 occurrences; Repeats every 
3rd day through a specific date. 

Weekly Repeats 

Examples: Repeats every week on Monday and Thursday for 12 
occurrences; Repeats every other week through a specific date . 

Monthly Repeats 

Examp les: Repeats every month on the 1st and 15th thmugh a 
spedfic date; Repeats every 3rd Monday of the month for 6 
occurrences, 

Does Not Repeat 

This event has only one occurrence . 

[Ci Cancel J Ji;::i Save 

Event Duration : 

1 Hour , 30 Minutes 

Reservation Duration : 

3 Hours, 30 Minutes 

Next ... 

As you add time, you will see 
the Reservation Start and End 
times update, as well as your 
Event Reservation and Event 

Duration times. 

Once all time is set, click the 
“Next” button.  

If you selected that your event 
had multiple occurrences, you 
will come to this page, where 
you will select your repeating 

dates. 

Select your preference for 
entering dates and click the 

“Next” button.  

29 



 
 

 
 

 

 
 

  

 

 

 

 

 

 
 

Back 

Describe how this eve nt REPEATS. 

I Ad Hoc Repeats I· I 
Click on any date to add it to t he Occurrence List. 

Date 

Mon Jul 24 20 17 

Wed Jul 26 2017 

Thu Jul 27 2017 

Fri Jul 28 20 17 

Sat Jul 29 201 7 

Sun Ju l 30 2017 

Su Mo Tu W e T h Fr Sa 

24 25 26 27 28 29 

~ 31 

Oc:c:urr e n c:e List 

Comm ents 

Occur r ence List 

Date Comments 

Mon Jul 24 2017 

Wed Jul 2.6 20 17 

Thu Jul 27 2.017 

Fri Jul 28 20 17 

Sat Ju l 29 2917 

Sun Jul 30 20 17 

I f3 Cancel I 

St;;itus 

I Acti v e 

I A cti v e 

I A cti ve 

I Active 

I Active 

I Activ e 

"' 

"' 

"' 

1· 1 
B 
H 
H 
H 
H 

Status 

A ct iv e GJ 
A ct iv e GJ X 

A ct iv e GJ X 

A ct iv ,e GJ X 

Canoe lled ... 

I A ctiv e GJ X 

Next..,. 

1~ Save 

Once you enter your repeat 
dates, it will automatically 

generate an Occurrence List. 

*Note* 
Date Occurrences cannot 
span across calendar years.  

If you are planning to have 
your event take place in two 

calendar years, place one 
Events Listing Request for the 

first year and a separate 
request for the second year.  

If there is one date on the 
occurrence you don’t need, 

you can change it from 
“Active” to “Cancelled”. 

Once all of your dates are 
chosen, click the “Next” 

button.  
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Find a 1 d se lectr IEVENT l OCATI ONS . 

* You must s,e l!ect at l!e.:ist 0 11 e hn:ntfou. 

f:/ Your Starred Locations .. 

P Search by Location Name. , .• 

Saved Sea re hes~ •. 

Adva need Search ... 

Advanced Searc h ... 

~ -h_oo_s_e_a_f_e_at_u_re_ .. _. _______ _ 
•All Any 

~ -h_oo_s_e_a_c_-a_te_g_o_ry_. ---- ----. 
•All Any 

~ =h=ao=s=e=a=l=a=7·a=LIL===========:::::: 
~ - 200 

• A ll A11y 

Searc h 

Select your Event Location 
preference.  

*Note* 
Selecting a certain location in 
this section does not mean 

you are guaranteed this space. 

If you want to do an 
Advanced Search, click that 
option to find a space based 

on the space Features, 
Categories, Layouts or 

Capacities.  
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C I Se<11rm I )i 

. I 

Advanoed Sea 1rclh . . ,. 

Featur ,es: 
I A.V. - Conference Phone Port Available X fl 

I • All I . Any 
~------~ --------'---

categories: [ Conference Room X] 

Layouts: Choose a layout. .. 

Gapadty: 20 o r less 

AU0221 
Aliso Hall 22.1. - Conference Room 

Max Capacity: 12 

BTE2810 
Bell Tov1ecr East 2.810 - Confe.r-=m:e Roam 

Max Capacity: 12 

BTW 1188 

I • All 

I • All 

Bell To11--=r W est - Arts and 5-cienc:e.s Canfe.renc:e Roam 

Max Capacity:- 17 

BTW2 185 
...... ll!""lr- .... ' - . 

Cl Sh.a,w on.ty my auth.Drized la ca.tians th at h a.v e 
n D time oDnflicts 

[Cl Enforce h.ea.~ cCTunt 

I 

I . Any 

I 

I . Any 

,;;;I ... 
~ 

IA. 

IA 

Ct) Refres li 

You can keep clicking as many 
options as you like. Once you 
are finished selecting options 

hit “Search” to generate a list 
of spaces that match your 

requirements. 

This will generate a list of 
spaces that meet your 

requirements.  

If the space is available on 
your desired dates and times, 
a green check will appear next 

to the space name.  

If the space is not available on 
your desired dates and times, 
a red triangle will appear next 

to the space name.  
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<I Back 

Sel iected Locations 

111111MDR1641. 
Made ra Hall 1641 - General Oonfe renoe Room 

Ma x Capacity: 8 

Featur ,es: A.V . - Co nf-er-enoe Pha,ne Rort Av ,ailable; 
A. V . - Proj ect ion Scir,ee n; A.V . - Proj ecto r , Dat a; 
Se ati ng - Co nfe r-en oe 

Select ,ed Occurrences: 20 17 -07 -24 ; 20 17-07 -26 ; 
2017 -07 -27 ; 20 17-07 -28 ; 2017 -07 -30 

Con frl i cts: None 

View and Modiify Occurrences 

sCt Your StJrrcd Loc.:-Jlions ... 

/J SP.arr..h hy I nr...rltinn Ni'lmf! ... 

Saved Searche.!il ••• 

Adv ance d Searc h .•. 

f 14..V. • Con ference Pl'\onl! Port A~a1tab3e *C 
F1~ h1n •!,,: 

Cate,oories: Tc;,rerenc~ Room JII 

Uyoul5; Cf, '"!.II~ 

J\J IUl::n 
-'hat>Mall'!:!l • [:,;,,,I•••"-• i-.,.,.,..,, 

"'•AC•i,•i.A.y, l'l 

8TE2810 
11A11l-l•d~n1a 1;.a.,r.,.,., •• ,.,,.,., 
....,._....,~c\,' 

IJTVJ1188 
e.1 T- w~.t - Nu. .no1 au., ... .,. c.,..,_,.. 11;_,. 
H.1111C.p1mvii7 

...J :.t,pw gnt,~ 1uthg n:n,111111i.a1,m1'111111 ,-. 

notmtcontkt1 

l] tnlliltlltlH'llwalil, 

8 

~ 

13 Cancel 8 Save 

Next .. 

Sele.cred I or.afinn-. 

"'MDR1641 
Mlufl'ni ~n 16-11 Gt-nrnli Ol,r,tf'l'f'Nll' ltr.iam 

N•x Cap•c 1ty: It 

F "1' tU",: ~ A .V. O;l,,f(ll'(:l'IQI' r-tll)flC: 5'1;111 ,liyi,jkii:,11::; 
A.V. - ~;,ection Screen ; ... V. - Proiettor, Oat.,11; 
$e'lllll10 • Conf erence 

sr. lr.r.te d nc,-urr r,11,~ : :;,(117 0-1 :i'4; irn 7 a,, .U,; 
-!01101 n:2011012~, 201101 )Cl 

Cv nllil.:b ; Hane 

Click on the space you want 
to reserve. 

Once it is selected, it will 
show up under Selected 

Locations. 

*Note* 
You can select as many 

locations as you would like to 
reserve at the same date/time. 

If you selected a space and 
would like to remove it, click 

on the red “X”.  

Once the Selected Location is 
correct, click the “Next” 

button.  
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<II Back 

Find and sel ect EVENT RESOUR CES. 

<:! You r Starred Resources ... 

A.V. Services Requested 

C&E Services Requested 

Facilit ies Services Requested 

I.T. Services Requested 

Libra ry Services Requested 

Police & Parking Services Requested 

S.U.8. Services Requested 

JD Search by Resou['Ce Name ••• 

Saved Searches ••• 

Advanced Search .. . 

[ct Cancel [ 

00 

00 

00 

00 

00 

00 

Ct) Refresh 

[El Save 

Edit EVENT CUSTOM ATTRIBUTES for t his event. 

~ Audien ce - Campus Co mmunity 

0 Yes e No 

!El Audi ence - Invit ation only 

O Yes O No 

~ Audien ce - Open To Th e Publi c 

0 Yes r, No 

!El Audi ence - stud e nts 

0 Yes O No 

IE] Billing Con t act Name 

~ Billi ng Con t act Phone Number 

!!'.:I Contact Email 

~ Contact Name 

El conta ct Phone Number 

IE) Name of caterer 

Next i,.. 

Events Listings do not use any 
resources. Skip this section 

and click the “Next” button. 

Fill out the “Event Custom 
Attributes” that are 

applicable for your Events 
Listing Request. 

Continue by clicking the 
“Next” button.  
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-4 Back 

Select CONT ACTS for thilS event. 

Scheduler 

I Lomba rdi, Tyler 

tyler. la mt,a rdi@csu ci.eclu 

I Lomba rdi, Tyler 

I Cl Cancel I 1~ Save 

dit CAT ORI I for thi V nt,, 

Al mni 

., Com nrn n ity 

Don't: Publi,;h To Th~ W~b 

Stud~nt Organ izations 

., u n iver-sitv IL ife 

Select your name as the 
“Requestor”. Do not touch 
the “Scheduler” section and 

click the “Next” button. 

Check any/all “Categories” 
that relate to your Event.  

These “Categories” are how 
the Events Listings are broken 
up on the Public Calendar 
when people are searching 

through events.  
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Select which CALENDARS should pubfish thiis event. 

Ther ,e are no, Calendars to Publish for this Ev ent Ty pe . 

C::J I -4 Back I I N,ext..., I 

I Cancel ] Is Sav,e I 

Add additional OOMMENTS .and NOTES for this 
ev ,ent. 

Event Comments 

C::J ... 

I -4 Back I I Next..., I 
I Cl Cancel ] [8 Sav,e I 

This section is also not 
applicable to Events Listing. 

Continue by clicking the 
“Next” button.  

Type an “Event 
Comments” and continue by 

clicking the “Next” button. 
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c. Making Edits t o an Events Listin g

Verify or change the EVENT STATE. 

~ Draft 

Your Location and Resource selections wi/J be saved as 
preferences until this event is changed from its Draft s@te. 

I <Ill Back I 

lei Cancel I 

J QUICK SCHEDULE REQUEST-TEST l~l_r1ew __ E_ve_n_t_ ... ~1~------------------------------

QUICK SCHEDULE 
REQUEST - TEST 
Quick Schedule Request - TEST 

1 - Quick Schedule 

1 - QUICK SCHEDULE 

5 Att endees Expected 

Mon Jul 24 2017 
10 :00am - 11: 3 0am 

Pre -Event : 1 hour 

Post -Eve n t: 1 hour 

Repeats on 7 / 26 , 7 / 27 , 7 / 28 , 7 / 29 , 7 / 30 

fi.J Lombard i, Ty ler 

@ Lomb• rdi, Ty ler ---
I;,] Draft ID : 20 17-ABBVBR 

Here 's Some Information About Your Event 

._ Location s Sav ed as Event Pr eferences 
Loca t ion 'MDR164 1.' was remo v ed from Ju l 24 20 17 and converted 

Locat ion 'MDRl.641.' was remo ve d from Jul 26 201.7 and converted · 
Loca t ion 'MDR l.6 4 1' was remo v ed from Ju l 27 2017 and con v erted 

Locat ion 'MDRl.641.' was remo ve d from Jul 28 2017 and convert ed 
Locat ion 'MDRl.64 1.' was remo ved from Jul 30 2017 and converted I 

What ' s Next? 

C-View Det a ils ~ Vie~ t he Event Det ails page for t his ever 
availab le to you from t here . 

C Edit ~ Need t o make some more ed its t o th is e, 
ed it ing. 

Copy [ Create a copy of th is event wit h man y e1 
. each fie ld of the new ev ent t o v er ify t he 

res olve any poss ible confli cts . r t..a~ mad the deta ;1, of th ;; even t to ;t; sta k, 

---...._ ~ 

Event Preferences _J 
The following locations were requested for this event: 

1111 MDR1 641 

Ev e nt Tasks I 

No Active Tasks 

Select “Draft” for your Event 
State and hit “Save”. 


*Note* 

Once the event has been 


saved in the Draft State, it is 

sent to the C&E Office for 


processing.  


The space is not reserved until 

you receive an email from 


25Live stating the event has
 
been moved out of the Draft
 
State and into a Tentative
 

or Confirmed State. 


Once your request has been 

saved, you will be directed to 


this page.
 

Here you can make “Edits”
 
to your request or “View
 
Details” to look at your 


request.  


*Note* 

You can only make Edits to 

requests that are in a Draft 


State. Any Edits that need to 

be made to a Tentative or 

Confirmed event can be 


requested by sending an email 

to events@csuci.edu. 


Do not use the “Email” 

Section, this is for the C&E 


Office. 
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VI. Full Events 

a. Definition of a Full Event 
A Full Event Request is any request that include any of the following: 

i. Requires Facilities, C&E, A.V., Library, Police & Parking, I.T. or S.U.B. Services 
ii. Automatic unlocking/locking 
iii. Trash or Recycle Cans 
iv. Electrical Needs 
v. Cleaning of the space before or after an event 
vi. Tables, chairs, podium, stage, etc. 

 Any Full Event Request should be placed by an internal member of the campus including staff, faculty and select student assistants.  

b. Step-by-Step Process for Placing a Full Event Request 

On the 25Live homepage, click 
the “Create an Event” 

button. 
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. t rt by f'Dtcring tllr bll ewnt tom1.-tton. 

vtml N m 

v nr J t i 

• 
vent Type 

P m ry Ot<J nu t n for lh Cve.1 

Adcfilicm I ()rg ni1: ton( ) fo,- th . v ,nt 

C1noel Save 

Start by ,entering the basic ,event information. 

Event Name 

Th is field is req u i r,e d. 

Event Tiitle 

You will be directed to the 
“Event Wizard” where you 

will begin to fill out the 
request form. 

Start by filling out the “Event 
Name” and “Event Title”. 

These are required fields, they 
must be filled out in order to 

proceed to the next page. 

The Name and Title can be 
the same, however the Title 

allows more characters and is 
what is displayed on the 

Events Calendar.  
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Event Type 

Search for an Event Type .. * 

Primary Organization for this Event 

Search for an Organization .. * 

Add itional Organization(s) for this Event 

Search for Additional Organizations .. 

<1111 Back Next~ 

la Cancel I IB Save I 

Start by entering the bas ic event informati o n. 

Event Name 

Full Event Request - TEST ~ 

Event Title 

Full Event Request - TEST ~ 

Event Ty p e 

I Ceremo ny u Tl~ 

G:) Pr imary Organ iza t ion for this Event 

I CONFERENCES & EVENTS u )( Tl~ 

A dd ition a l O r ganization(s) for this Event 

Search for Additional Organizations T 

-4 Back I Next..,. I 

[t:t Cancel [ 1~ Save I 

Choose any “Event Type” 
you feel is closest related to 

the type of event you are 
hosting and the appropriate 

“Primary Organization for 
this Event”. 

*Note* 
You should not be selecting “1 

– Quick Schedule” or 
“Events Listing”. If your 
event does not need any 
resources, see the Quick 

Schedule or Events Listing 
Pages. 

Once all fields are filled out 
and have green checks, click 

the “Next” button. 
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Enter add iitional bas iic event infonnation. 

Expected Hea d Counit 

150 

Event Description (HTML-Enabled), 

~ ~ ID Iii! L 8, I ~ 

A A - j;"5 ... ... - - - - · -
Font Family Font Sizes 

,_ ... ,.. l-·-
<f> t,.~ ~ ~ <> 

~ X: 

:.= 

·-·-·-

Enter the “Expected Head 
Count” for your event. 

Once entered, you will see a 
green check. 

To place an “Event 
Description” type in the 

Event Description Box. This 
can be viewed by anyone 
looking at this request in 

25Live and by clicking on the 
Event name on the Event 

Calendar.  
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Enter additional basic event information. 

Expected Head Count 

150 
. . ~ 

Event Description (HTML - Enabled) 

Q) X t.i li,i Ix B I ~ X. x' 

.!,_ . . ~ §: ::§ - E§ § 

Font Family . Font Sizes . != •-
~ ' '2 ~- Ii;! ITT +, <> 

C::0 
Full Event Request - TEST 

Ceremon y for the Conf erences & Events Office 

www .csuc i.edu/con ferences -events 

I "'Back I I Next II> I 
lt:1 Cancel I IB Save I 

;; Is this a repeating event? 

No 
This event happens only once . 

A ny othe r related ev ent s a re sepa rate and dist inct. 

Yes 
This event occurs multiple times. 

It repeats daily, weekly, monthl y, or irr egularly (ad hoc). 

C::0 I '4 Back I I Next..,. I 

let Cancel I 1~ Save I 

Once all fields are filled out 
and have green checks, click 

the “Next” button. 

If your request is for one 
occurrence, select “No”. 

If your request is for multiple 
occurrences, select “Yes”. 

*Note* 
All occurrences must have the 

same Start and End times. 

Once you select Yes or No, 
click the “Next” button. 
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TeH us WHEN th iis event takes p llace. 

Select the dates and times of the actual event. 

Fri Ju l 2 1 20 17 :OO pm 

Fri Jul 21 2017 :OO pm 

~ The ev ent beg ins and ends on t he s a me d ay . 

TeH us WHEN th iis event takes place. 

Event Start :: Fr i Ju l 2 1 201 7 

Event End :: Fri Jul 21 2017 

~ The ev ent beg ins and ends on t he sa e 

Before a1ind .Aheli 

3 :30 pm A 

Mi•t·lhrii 
4 :30 pm 

5 :00 pm 

5 :30 pm 

6 :00 pm 

Enter the “Start” and “End” 
date for your request. 

Click on the calendar icon to 
choose the date. 

*Note* 
Your request “Start” and 
“End” date should be the 

same, unless your event spans 
to midnight. 

If your event repeats multiple 
days, select “Yes” on the page 

before.  

Enter your “Start” and 
“End” times by clicking in the 
time boxes and selecting from 

the drop down menu. 

Pay special attention to 
AM/PM. 

*Note* 
The Event Start and End times 
should be your actual event 

time.  
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Back 

Ten us WHEN thi ,s event takes place. 

Select the dates and times of the actual event. 

Event start : Fri Ju l 21 2017 ~ 4:00 pm 

Event End :: Fn Jul 21 2017 ~ 7:00 pm 

ITl) The ev ent begins and ends on the same day . 

Befor ·e and Afteli 

Does this event re quilie 

additional time hefolie the event? 

Setup: I: Days l: 
Q e-Event: 

... ,,. Days 2 

Does this event requilie 

additional time after the event? 

G ~ -Event: 
... 
y Days 2 

Takedown: 1: Days 

I El Cancel I 

... 
y 

"' y 

"' y 

~ 1Yes No 

Hou rs .... Minutes 

Hou rs 

Reserv at ion Start: 2:00pm 

@ Y·es ~ No 

Hou rs : Min~ ;:, 

Hou rs '"' Minutes 
y 

Rese rv atio n End: ·9·:00pm 

I.a Save 

Next..., 

If you need any extra time 
before or after your event 

time, click “Yes”. 

Use the “Pre-Event” and
 
“Post-Event” arrows to add 


Days, Hours and Minutes
 
needed to set-up or take-


down your event. 


*Note* 

The Setup and Takedown
 
fields are utilized by the C&E 

Laborers for the purpose of 

setting up and taking down 


resources. 


Do not use these fields. 
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~ Back J 

Tell us WHEN th is event takes place. 

Select the dat~ and times of the actual event . 

Event Start: Fri Jul 21 2017 ~ 4:00 pm 

Event End: Fri Jul 21 2017 ~ 7:00 pm 

~ The ev ent beg ins and ends on the same da y. 

Befo.-e and After-

Does this event requir e 

additional tim e before the event? 

Setup: Days 

Pre - Event: ,.. Days 

Does this event require 
a ddit ional time after the event? 

@ Yes O No 

... Hours ... Minut es 

Hours Minut es 

Reservation St.art: 2:00pm 

@ Yes e, No 

Post-Event: ,.. Days 2 -; Hours ... Minut es 

Takedown: Days 

[13 Cancel J 

I .,. Back 

Hours Minutes 

Rese rva t ion End: 9:00pm 

Next~ 

[B Save 

Choose how this event REPEATS. 

Ad Hoc Repeats 

I ndividually select dates to add to the event. 

Daily Repeats 

Exam p fes : Rep eats e very day for 5 occurrenc es ; Repea ts every 
3rd day through a sp ecific da te. 

Weekly Repeats 

Examples: Repeats every week on Monday and Thursday for 12 
occurrence s,- Rep eats every other week through a specific dat e. 

Monthly Repeats 

Exampl es : Repeats e very month on the 1st and 15th through a 
sp ecific da te; Repeats e very 3rd Mond ay of th e month for 6 
occurrences. 

Does Not Repeat 

This event has only on e occurren ce . 

IEJ Cancel I li:::i Save 

Next,.. 

As you add time, you will see 
the Reservation Start and End 
times update, as well as your 
Event Reservation and Event 

Duration times. 

Once all time is set, click the 
“Next” button.  

If you selected that your event 
had multiple occurrences, you 
will come to this page, where 
you will select your repeating 

dates. 

Select your preference for 
entering dates and click the 

“Next” button.  
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Location

Find a1 d select IEVENIT l OCATIO NS . 

* 't'ou nu.st s,e l!ect at l!e-ast 0 11 e lmnrntiion. 

<:i Your Starred Locations ... 

Search by Location Name. , .• 

Saved Searches ... 

Adva need Sea rich .. . 

Advanced Searc h .... 

~ -ho_o_s_e_a_f_ea_t_ur_e_·-·-----.-------. 

• A ll Any 

~ -ho_o_s_e_a_1_a1_·o_LIL _____ -.-------. 

~ - 200 

• All Any 

Search 

Select your Event Location 
preference.  

*Note* 
Selecting a certain location in 
this section does not mean 

you are guaranteed this space. 

If you want to do an 
Advanced Search, click that 
option to find a space based 

on the space Features, 
Categories, Layouts or 

Capacities.  
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Advanced Search .. ,. 

Featur ,es: Choose a feature ... I 
I • All I . Any 

Categories : [ Outdoor X j I 

I • All I . Any 

Layouts : [ Dining - Rounds Of 10 X] I 

I • All I . Any 

( I Se-arch I _) Ca~adty : 10 - 20 0 

~ 

ALI PLAZA 'if' .... 
-

Aliso Hall Plaza 
Max Capacity: 500 

'if' -BRO PLAZA 
Broome Li hra ry Plaza 
Max Capacity: 700 -

BTE COURTYARD 'if' 
Bel I T av.rer East Courtyard 
Max Capacity: 15 0 

BL DORADO HALL PARK 'if' 
~ ~, - -

IC] S.how only my authorized locations that hav e Ci) Refr es h 
1n o t ime oa n fliots 

IC] 5nfaroe heacl count 

. I . 

You can keep clicking as many 
options as you like. Once you 
are finished selecting options 

hit “Search” to generate a list 
of spaces that match your 

requirements. 

This will generate a list of 
spaces that meet your 

requirements.  

If the space is available on 
your desired dates and times, 
a green check will appear next 

to the space name.  

If the space is not available on 
your desired dates and times, 
a red triangle will appear next 

to the space name.  
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Selected Locations 

111111BRO PLAZA 
Broome Lib rary Plaza 

Max Capacity: 700 

Features: Ext er ior - Hard Surf ace; Ext er ior - Night 
Light ing, Full 

Conflicts: Non e 

Layo ut : I Theat er/ Audito r ium - RJows [7 00 ] 

Set up In str uct ion s : 

Must arr .ange light ing w it h Libr .ary St aff . 
CUSTODIA L CHAR:GES APPLY. This space do es 
not hav e ade quat e t rash cans when holdin g an 
P..V ~ nt _ Yn 11 ·,,,viii nF!.i=~rl t in r1rr :=in n i=!: f.nr t r ri~ h 

Att endance : 

Share? ICI 

Find and select EVENT LOCATIONS . 

-Cl Your Starred Locations ... 

.fo Search by Location Name ... 

Saved Searches ... 

Advan ced Sear ch ... 

Categories : i [ Outd oor :IC] 

Layo•ts • lrl o~,,~,,,~-~.,~"'~,,~o~, ,~o ,.~I 

Capacity : 10 · 200 

ALI PLAZA 
.li&=tul"bz..o 
"3:,,:C.,,po.cily, 500 

BRO PLAZA 
flrot,p, c Ubr.uyl>'_.,.. 

H-..C..~ , city: 700 

BTE COURTY ARD 
?.ell Tow~E,,:,;tC<><.l'tf•.O 

IE]ShlM OM/ my author~ locatlOll$ tnat 
h.ive ootmeconllic3 

~ - Anv 

~Any 

~ . Any 

1 -

v' 

. 

B 

Selected Locations 

111111 BRO PLAZA 

Broome Libruy Pini 

M.x ~ picity : 7 00 

N! ,dures: Ext eri or - Hud S11rfilce ; Ext eri or -
Nig ht Lighting , Full 

ConAicts: Non e 

IThe;1ter /A uditorium - Rows [7 00J t_;J 
Setup lrn.truction5: 

I
Must urange lig hting wi th Li br ary Staff. 
CUSTODIAL CHARG ES APP LY. This 
5pilcedoes not hi ve id equatet ri sh coins. 
w hen ho ldi ng an ev ent. Y ou will neMI to 

Attendance : 

Click on the space you want 
to reserve. 

Once it is selected, it will 
show up under Selected 

Locations. 

*Note* 
For Full Events, you can only 
select ONE location if you 

are requesting any resources. 

If you selected a space and 
would like to remove it, click 

on the red “X”.  

Once the Selected Location is 
correct, click the “Next” 

button.  
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• Find and select EVENT RESOURCES . 

<::! Your Starred Resources ... 

A.V. Serv ices Requested co . 
C&E Services Requested co 

Facilities Services Request ed co 

I.T. Services Requested co 

Library Serv ices Requested co 

Police & Parki ng Services Requ ested co 

S.U.8. Services Requested co 
-

Ci) Refresh 

P Search by Resource Name ... 

Saved Searches ... 

Advanced Search ••• 

I <ii Back I I Next.,. I 
[t:1 Cance l j [B Save I 

Advanced Sea 1rc :h ••• 

Categories : I A.V. Equ ipment X J 

I 
• All I . Any 

[ Search I 

A.V. 32 Chann el Mix er 1/ 1 A 

A.V. Audi o System 4/4 B 
A.V. C.D. Play er 3/ 3 

A.V. Mic Stan ds 18 / 18 

A.V. Mic. - Panel 8/ 8 

A.V. Mic. - Wired 15/ 15 

A.V. Mic. - Wireless Lap el 4/4 
,,.. .,. 

(£) Refr es h 

Select your Resource 
preference(s). 

*Note* 
Selecting a certain resources 
in this section does not mean 

you are guaranteed them. 

If you want to do an 
Advanced Search, click that 
option to specific resources 

needed. 
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Services

Se lected Resources 

• Tables - Round 66" 
[Seat 10] 

Conflicts: None 

Setup In.st r uction.s : 

Ca n seat up t o 10 chairs aroun d a 55" roun d ta ble. 
Linens must be arr anged independent ly t hrou gh a 
v endor. 

• F.S. - Recycle Cans 

Conflicts: None 

Setup In.structions : 

Ava il/ Total: 00 

Quantity : 5 

• Podium 

Conflicts : None 

Setup Instructions : 

Avail / Total : 5/ 5 

Quantity : 1 

Se lected Resources Se lected Res o urces 

Setup Instructions : 

Avail / Total : 00 

Quantity : 1 

Setup Instructi o ns : 

Avail / Total : 4/ 4 

Quantity : 1 

Setup Instructions: 

Avail / Total: oo 

Setup Instructions: 

I ndicate t he num be r of pa rkin g pe rm its needed 
with t he qua ntity . 

Avail / Total: 00 

Quantity: S 

Click on the Resources you 
want to reserve. Once they 

are selected, they will show up 
under “Selected 

Resources”. 

*Note* 
You can select as many 

resources as you would like 
for each event. 

Use the Avail/Total section 
to see how many of each 

resource are available. Under 
Quantity select how many 
you would like to reserve. 

Make sure to select the 
corresponding “Services 
Selected” to Resources. 

*Note* 
Some Event Spaces have their 
own Resources. See the Event 
Space Resources section for 

specific details. 
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[ ..,. Back [ 

Find and select EVENT RESOURCES. 

'(} Your Starred Resources ••• 

A.V. Serv ices Requested 

C&E Serv ices Requested 

Faciliti es Serv ices Requested 

LT. Servic es Re.qu est ed 

Library Services Requested 

Police & Parking Serv ices Reques t ed 

S.U.B. Services Requested 

P Search by Resource Name ••• 

Saved Searches ••• 

Advanced Search ••• 

[El Cance l [ 

oo • I 
00 

00 

00 

00 

00 

:J 
Ci) Refr esh 

[8 Save [ 

[ Next.,. [ 

Select EVENT CUSTOM ATTRIBUTES for this event. 

~ Ev ,ent A,c,countin-g string 

Cl 

Selected Resources 

4 A.V. Services 
Requested 

Conflicts: None 

Setup Instructions : 

I 
Avail / Total: 00 

Quantity: 1 

4 A.V. Mic .-Wireless 

Conflicts: Non e 

Setup Instructions: 

I 
Avail / Total: 4/ 4 

Quantity: 1 

4 A.V. Audio System 

Conflicts: None 

Setup lnstruction.s: 

I 
Avail / Total: 4/ 4 

Qu a ntity: 1 

Once you have selected all of 
your resources, click the 

“Next” button.  

Fill out any appropriate 
“Event Custom 

Attributes”. 

*Note* 
All Full Event Requests must 
provide an Accounting String. 
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Select EVENT CUSTOM ATTR I BUTES f or this event. 

~ Special Lock Time Needed 

~ Spe -oial Un loc 'k Time Needed 

Select CONT ACTS for this event. 

Sch eduler 

I Lomb ardi, Tyler 

tyler. la mtia rdi@csuci.edu 

Requesto r 

I Lomb ardi, Tyler 

tyler. lomba rdi@cs uci. edu 

.,.. Back Next ...,. 

lt:1 Cancel I IB Save 

To schedule an Event Space 
and appropriate restrooms to 
be unlocked/locked for your 
event, fill out the “Special 

Unlock Time Needed” and 
“Special Lock Time 
Needed” Attributes. 

For restroom use in specific 
locations see the Event Space 

Restrooms section. 

Once all appropriate fields are 
filled in, click the “Next” 

button.  

Select your name as the 
“Requestor”. Do not touch 
the “Scheduler” section and 

click the “Next” button. 
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C::0 

dit CAT ORI for th i v nt ,, 

" Academ ics & Resenrclil 

Al mn i 

" Community 

Don 't P1.1blish To Thi? W~ID 

Stud1?nt Organ izat ions 

., Un ivers itty IL ife 

Edit CATEGORIES for this event. 

( Aca dem i C5 & Re5ea re 

( Al1.1mni 

( Commun it 

[ Don 't P1.1bli5h To T e Web 

[J Student Organ izat ion5 

[ Un ivers ity Lif e 

Check any/all “Categories” 
that relate to your Events 

Listing.  

These “Categories” are how 
the Events Listings are broken 
up on the Public Calendar 
when people are searching 

through events.  

If you do not want your event 
to be published to the Public 

Calendar, select “Don’t 
Publish To The Web” and 

click the “Next” button. 
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['.l] Minors on Campus 

Comments : St aff m emb er 's children 

Select which CALENDARS should publish thiis event. 

IEI Alcohol Being Served At Event 

Comm e nts: 

IEI Animals on Campus for Event 

C o mm e nts: 

IEI Elected Official or High Profile/Controversial 
Speaker 

Comm e nts: 

IEI Minors on Campus 

C o mm e nts: 

IEI Requesting a Food Truck(s) 

Co mm e nts: 

IEI Temporary structures (larger than 10 'x20 ' ) 

Comm e nts: 

.::] 

... ] 

IEI Use of Buildings for Sleeping Purposes (other than 
residential buildings) 

C o mm e nts: ... ] 

IEI Use of Inflatables or Mechanical Amusement 
Devices 

Comm e nts: 

IEI Use of Open Flames, Candles, Portable , Heaters 
(gas or propane) or Generators 

Comm e nts: ... ] 

IEI Vehicles for Display (Food trucks, mobile displays) 

Comm e nts: 

If applicable, check all 
Requirements that relate to 

your event. 

For additional information, use 
the “Comments” box under 
each checked off requirement. 

Once all necessary fields are 
filled out, click the “Next” 

button.  
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Add addltional COMMENTS and NOlfES for thilS 
event. 

Event Comments 

~ .. 

I -4 Back I I Next..., I 

I Cl ,cance l I 113 Save I 

Verify o r chang e the EVEN T STAT E. 

~ Draft 

Your Location and Resource selections wi/J be saved as 
preferences until this event is changed from its Draft s@te. 

I "'4 Back I 

@ lei Cance l I 

Type an “Event 
Comments” and continue by 

clicking the “Next” button. 

Select “Draft” for your Event 
State and hit “Save”. 

*Note* 
Once the event has been 

saved in the Draft State, it is 
sent to the C&E Office for 

processing.  

The space is not reserved until 
you receive an email from 

25Live stating the event has 
been moved out of the Draft 
State and into a Tentative 

or Confirmed State. 

55 



 
 

 
 

 

 
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

c. Making Edits t o a Full Event Request

c

LL EVENT REQUEST - TEST flew Event .•. 
~----~-----------------------------------------------------------------------------

FULL EVENT REQUEST -
TEST 
Full Even t Request - TEST 

Ce remon y 

CONFERENCES & EVENTS 

150 Att end ees Exp ecte d 

Full Ev ent Reque st - TEST Ceremon y for the 
Con feren ces & Events Office ... 

Fri Jul 21 2017 
4 :00pm - 7:00pm 

Pre-E vent: 2 hour s 

Post -Even t : 2 hou rs 

@ Lomb ard i, Ty ler 

{i; Lomb ard i, Ty le r 

Academics & Resea rch; Communi ty; 
Un iv ers ity Lif e 

Mino rs on campus 

~ Draft ID: 20 17-ABBVCP 

This event has been successfully saved. 

Here ' s Some Information About Your Event 

1111111 Location s Sav ed as Event Pr efe rences 
Location 'BRO PLAZA ' was remo v ed from Ju l 21 201 7 and con v ert ed to a pr eference. 

• Reso ur ces Saved as Eve nt Prefe rences 
Resourc e 'A .V . A udio Sy stem ' was r emo v ed from Jul 21 2017 and con vert ed to a pr ef erence. 
Resource 'A.V . Mic. - Wire less ' was rem ov ed from Ju l 21 201 7 and conv erted to a prefe ren ce. 
Resourc e 'Podium ' was remo v ed from Ju l 21 201 7 and con v ert ed to a pr ef erence. 
Resource Tables - Round 66 " {Seat 10)' was rem ov ed from Ju l 21 201 7 and co nv erted to a prefe ren ce. 
Resourc e 'C hairs - Al mond / Folding ' was remo ved fr om Ju l 21 20 17 and con v ert ed to a pref erence. 
Resource 'Police & Park ing Serv ices Reques t ed ' was remo v ed from Ju l 21 2017 and conv erted to a preference . 
Resourc e 'A ,V . Serv ices Requested' was remo ved from Jul 21 20 17 and con v ert ed t o a preference. 
Resource 'Park ing Perm it' was remo v ed from Jul 21 2017 and conv erted t o a preference . 
Resource 'C &E Serv ices Request ed' was remo ved from Jul 21 20 17 and con v ert ed t o a preference. 

What 's Next ? 

V iew th e Ev ent Det ails page for thi s ev ent . Th e fu ll rang e of act ion s are 
ava ilab le to yo u from the re. 

eed t o ma ke some m or e ed its to t h is ev ent ? Clic k t h is butto n to sta rt 

More Event Options 

eii Print Confirmation 

........ Manage Relationships 

0 Create " To 0o " 

A Manage Bindings 

':' Take ownership of this Event 'i'..:r Add to Starred? 

Copy 

Even t Prefer e n c es 

Create a copy of t his ev ent w it h man y ev ent detai ls dup licated . Go through 
ea ch fi eld of th e new event to v eri fy t he det ails you want t o ret a in and 
reso lv e any possib le confl icts . 

The fo llowi ng locations were requested for this ev ent: 

lljl BRO PLAZA 

The fo llow ing resources were requested fo r th is ev ent : 

• A.V. Aud io Syst em 

• A.V. Mic.- Wir e les s 

• Podium 

• Tabl es - Round 66 " [ Seat 10 ] 

• Chair s - Almond / Folding 

Close Cl Once your request has been 

saved, you will be directed to 


this page.
 

Here you can make “Edits”
 
to your request or “View
 
Details” to look at your 


request.  


*Note* 

You can only make Edits to 

requests that are in a Draft 


State. Any Edits that need to 

be made to a Tentative or 

Confirmed event can be 


requested by sending an email 

to events@csuci.edu. 


Do not use the “Email” 

Section, this is for the C&E 


Office. 
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VII. University Processes 

a. Processes for Events 
Timelines for Event Requests will go as follows: 

i. All Quick Schedule requests must be placed through 25Live a minimum of 5 business days prior to the event start date. 
ii. All Events Listing requests must be placed through 25Live a minimum of 5 business days prior to the event start date. 
iii. All Full Event requests must be placed through 25Live a minimum of 10 business days prior to the event start date. 

*
 The Conferences & Events Office reserves the right to deny any/all requests put in that do not meet the above listed timelines. 

b. Processes for Campus Spaces 
Classroom Usage: 

i. The use of campus classrooms is prohibited 1 week prior to the beginning of each semester and 2 weeks after the beginning of each semester. 
ii. All classroom reservations for dates that are during a semester, must be placed 2 weeks after the beginning of each semester. 
iii. Any requests for classroom usage during the semester that are put in before the 2 week date will be denied. 
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VIII. Campus Space Notes 

Event Space Restrooms: 
Grand Salon: 

- For restroom use in this space, please request that the Del Norte Restrooms or the Madera Breezeway Restrooms are unlocked in the 
Facilities Services Requested box in the Resources Section.  

Petit Salon: 

- For restroom use in this space, please request that the Del Norte Restrooms or the Madera Breezeway Restrooms are unlocked in the 
Facilities Services Requested box in the Resources Section.  

Broome Plaza: 

- For restroom use in this space outside of the Library hours, please request that the Library remain open for restroom use in the Library 
Services Requested box in the Resources Section (cost of Library overtime will apply) or request that the Malibu Hall Restrooms are unlocked 
in the Facilities Services Section. 

Event Space Resources: 
Specific Event Spaces have their own resources that are used for the space. When selecting Resources for Malibu Hall 100, Grand Salon or Petit 
Salon please make sure that you are selecting the corresponding tables and chairs. 

Requesting a Location not found in 25Live: 
1 – Other Location: 

- For any location on campus that does not come up under the Event Location Section, select “1 – Other Location” and write the location 
name in the comments. 
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Ca ifornia State 
University 

CO FE ENC S 
& VENTS 

CHANNEL 

ISLANDS 

IX. Conferences & Events Office Information
 

Conferences & Events Office 

University Advancement
 

Main Line: (805) 437-3900 


Location: University Hall 1612
 

Email: events@csuci.edu
 

www.csuci.edu/conferences-events
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