
How to Create Events in 25Live 

1. Access 25Live using the following URL:

https://25live.collegenet.com/pro/ucr#!/home/event/form

To access 25Live, select the Log Into 25Live button.

Note: If prompted, login with your UCR NetID and Password.

2. Once signed in, there are several ways to create an event from the 25Live 
homepage:

a. Use the Create an Event button to open the Event Form:

b. Use the Express Scheduling feature to begin creating the event:

Note: Once 
details are 
entered, 
selecting Open 
in Form will 
open the Event 
Form for the 
remaining 
event details 
to be 
completed (go 
to step 3 for 
details).  

c. Access the Event Form directly using the Event Form link at the top of the page:



3. Use the Event Form to enter the event details:

a. Jump to any field in the Event Form using the sidebar on the left of the screen.
b. Event Name: The name of the event.
c. Event Title for Published Calendars (optional): If populated the Event Title will be

used on published university website calendars. Note: If not included, the Event
Name provided will be used on calendars.

d. Event Description: Enter additional event information.
e. Event Type: Select from the pre-defined list of event types.
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(For Academic Only)



4. Enter department information, expected attendance, and the timing of the event:

a. Primary Department/Organization: The department/organization that is hosting the
event. Select the dropdown to search for campus departments and organizations.

Note: To make it easier to find departments, 
you can use the star feature to add them to 
your favorites. Once added, your starred 
locations will appear at the top of the 
department list in the dropdown menu. 

b. Additional Department(s)/Organizations (optional): Select the Edit button to enter
any additional entities involved in hosting the event.

c. Expected Attendance: Enter the number of people attending the event. Entering the
attendance ensures that only rooms with enough space will be shown when
searching for an event space.

d. Date and Time: The date and time of the event.

Note: This should be the actual time of the event for inclusion on public calendars.
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FOR SCHOOL OF MEDICINE USE ONLY
SOM Building Business hours are Mon-Fri 
8am-5pm. After-hours and weekend events 
are subject to review and approval.
 
Please submit your request using the actual 
setup or event start time up to 5:00 PM (for 
example, 3:30 PM–5:00 PM) and clearly 
indicate the full requested duration in the 
event description or notes (e.g., “Requesting 
use until 9:00 PM”) for review.



5. If extra time is needed outside of the designated event time for setup etc., use the
Additional time feature to set this up:

a. Expand the Additional time section using the arrow:

b. Enter any additional time needed for setup / takedown as well as any pre and post
event time:

Note: The example above adds 30 minutes for setup time, 30 minutes for pre-event 
time and 30 minutes for takedown time. This adds a total of 1 hour and 30 minutes 
to the reservation. The published time of this meeting will be from 1:00-2:00. The 
room reservation time will be from 12-2:30 to accommodate for the added 1 hour 
and 30 minutes.  



6. Use the Search Locations box to enter the name of the location to be reserved and select
the Search button:

Note: When the Hide Conflicts checkbox is selected, only rooms available at the designated 
time will be displayed. To see where conflicts exist so the event time can be adjusted, simply 
deselect this option. Any room with a conflict will have a link that provides details about it. 

Note: When the Enforce Headcount checkbox is selected, the system will only display rooms 
that are suitable for the specified number of people. This can be deselected to see if any 
smaller rooms are available.  

7. A list of rooms that match the search criteria will be displayed. Select the Reserve or
Request button to select the room:

SOM



Note: Once the room is selected, it can be removed from the event using the Remove button: 

8. Depending on the type of event and room selected, Additional Event Information may be
required:



9. Define the contact roles for the event, add any additional comments and acknowledge the
campus scheduling/event policy:

a. Contact Roles: All events have a requestor and scheduler. The requestor is the
person responsible for the event and the scheduler is the person entering the event
in 25Live. These are the same person when the individual entering the event is also
the event organizer.

b. Additional Comments Questions (optional): Enter any questions that the event
reviewer needs to answer as well as any additional comments.

c. Scheduling/Event Policy: Check the box to confirm that you have read and
understood the UCR scheduling / event policy.
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10. Select what happens after the Event is saved: 
 
 
 
 
 
 
 
 

 
 
 

11. Select Save: 
 
 
 
 
 
Note: Once saved, events can be found in the events section of the 25Live homepage: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: Selecting an event will display a list of events. Selecting a specific event from the list 
will allow for the viewing of the event details.  




