
1

2

3

1. Type in Event 
2a. Type in the name you want to appear on the
public calendar
2b. Leave Blank if not a public event 
3a. Select a Date and time frame for event
3b. DO NOT add any additional time for set up or
take down. There will be a space for this later in
the form. CES will review and modify accordingly
for facilities and media set up. 
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4a. Click arrow to reveal additional time 
4b. Add additional time you need to set up for your event
4c. This is NOT the time for Facilities and Media Services
to set up the room. This is the time for you will arrive and
bring any materials to your event. 
5a. If you need multiple dates select all the dates that
apply. 
5b. If all your events are the same day and time click
“Repeating Pattern” and follow the prompted steps. 
5c. Multiple dates does not mean you need to have the
event in the same room or the same layout. . 2



6a. Type in the expected attendance 
6b. This number will be used for your layout as well as
what spaces will accommodate the size of your event. 
7a. Click the arrow to show all Event Types and select an
event type that is most appropriate for your event 
7b. You are able to “favorite” Event Types by clicking the
star. Any favorites will appear at the top of the selection
box when you book. Only favorite Event Types you plan
on using often.
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8. Click “Refresh” under “Preferred Locations”
9a. Search for Locations by Clicking “Search Filters” to look at locations
based on the criteria you put in. 
9b. If you know a location type in the name in “Search Locations” and search
10a. Click “Request” for your preferred location 
10b. Most locations will automatically be reserved, these spaces do not
require additional setup (example: classrooms & conference rooms)
10c. Some spaces will go through an approval process. These spaces require
additional setups (example: Owl’s Nest, Banquet Hall, Horace Mann A) 
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11a. Select a layout for the space if prompted. 
11b. Most spaces on campus are “As Is” which means you cannot change the
set up. 
11c. If you try and select a layout that is larger than “Expected Attendance” it
will alert you. 
12a. Put any information for the layout including the seating needed in the
layout in the instructions section. Attendance can be ignored in this location. 
12b.The number in parenthesis is the maximum number for that set up in that
location. 
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13.Select the lead organization/host.
14.Select all other collaborating organizations.
15. Write in a short description.
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16.Click “Refresh”
17a. Add the quantity and click reserve for all “Resources” needed
for the event
17b. This is in addition to the Layout you already selected.
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18a. In the “Instructions” type in where all your “Resources” need
to be placed. Please be very specific.
18b. Do not forget to add tables for catering and registration
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19.Add any additional documents you want associated with your
event. These are not required
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20.Click Yes or No for table cloths. A message will pop up directing you to
CaterTrax to order these. 

21.Click Yes or No for Catering. A message will pop up directing you to CaterTrax
to order these. 

22.Click Yes or No for Alcohol. A message will pop up directing you to the ARB
form. 

23.Check all people who will be in attendance
24.Click Yes or No for signage. A message will pop up directing you to the Copy

Center to order these. Signs are no longer submitted through event requests. 
25.Type in your FUND. Requests without a FUND or a FUND that does not exist

will be denied. 
26.Type in your ORG. Requests without a ORG or a ORG that does not exist will

be denied. 
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27.Requestor is the person who is running the event
28a.Scheduler is the person putting the event into 25Live 
28b. The Scheduler and Requestor can be the same person
29. Add any additional comments/questions. This will only be seen
by those approving events not set up. 
30. Check the “I agree” box and submit your event for approval if
needed. 
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