
  25Live User Guide 

 

The 25Live dashboard contains modules for each of the different functions you may need for 
searching events and locations, as well as requesting space to create an event.   

 

Sign in to 25Live here using your 
NOVELL/Campus Cruiser login 
and password. 

While in the HOME tab, you 
can view your dashboard. 

To customize, click here, 
then place cursor over the 
header of the module you 
want to move and drag to 
the desired location. 

For a CALENDAR view 
of particular events or 
locations, click here. 

To view the 
AVAILABILITY of 
reservable space by 
locations, click here. 



  

  

Quick Search allows you to 
search Events, Locations, 
and Resources by simply 
entering any part of the 
name (i.e. Leadership 
Training, Room A, Easels.) 
into the appropriate box. 

Each tab at the top will 
also give more options to 
search specifically, or by 
using Pre-defined Searchs. 

 

Use the Search Groupings 
to refine your search. 

Click RUN –  

Then view options by List, 
Availability, or Calendar. 

This module is useful when 
you want to find a location 
available at a particular time 

OR 

When you need to find free 
time in a particular location. 



Create and Submit an Event/Space request.  

 

Please Note: Additional information and instructions for each page will appear on the 
right of the form. 

 

  

Enter in your event 
information. Required fields 
are marked with a red *  

Once all required fields are 
entered, Click NEXT to move to 
the next page of the form.  

To begin filling out the online 
request form, Click on  

“Create an Event”  or 

Click on the  Event Wizard tab 
at the top of your Dashboard.  



 

Continue entering in the details of your request- Follow the instructions at the top of the form.  

 

 

 

 

 

 

This is where you 
would enter 
promotional 
information about 
your event for 
public calendars! 



 

 

Resource requests can be made here 
- Please note: 

Food Service and Linens are 
provided by Aramark catering. 
X4420 

Laptops and other audiovisual 
equipment are provided by the 
Multimedia office. X4090 

Wireless Access for guests is 
provided by ITS. X1047 

Choose your space by 
your Starred locations 
(that you customize) 

Or Search by entering 
the location name.  

A Green check mark 
indicates the space is 
available. 

Tell us how you want the 
space set-up by selecting 
a Layout option from the 
drop-down.  



 

Request form Complete and pending approval.  

 

Please input any 
additional details or 
notes for the 
reservationist here, 
and Click SAVE. 

Check these items if 
they apply to your 
event. Campus Safety 
will be contacted to 
support if necessary. 

This page shows your request was 
successfully submitted - - 

This is NOT a confirmation – once 
reviewed, an email will be sent if the 
event /space was approved. 

Changes can be made HERE to a 
request if it has not already been 
viewed and confirmed. 


