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~ Available Locations 

I know WHEN my~ lhoukl Ilk• plec:. - ht,lp me find • locatlonl 
1 P Your Starred Location Seardles 

I know WHERE m, .......i lhould take pile:.-~ me choose a time! ,P Your Starred Event Searches 
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Creat e an Event 
Your Starred Events 

Your Event Drafts 

.) No Event Drafts In which you are the Requcslor 

j ~ Your Starred Reports Your Events 

I P Your Starred Resource Searches 

ac Next ► 

~ Cance~ 

25Live: Guide to Creating a Reoccurring Event Request 

What is 25Live? 
25Live is a web based software tool used to schedule spaces around campus and to 
manage events.  25Live can be accessed from any computer or tablet. 

Mozilla Firefox is the recommended web browser.  
https://25live.collegenet.com/framingham 

1) To sign in to 25Live you will use your current Framingham State credentials that you 
currently use.  “Sign in” is located on the upper right hand corner. 

2) Click “Create an Event” or the “Event Wizard” tab.  Both of these buttons will bring you 
to the Event Wizard, which is 25Live’s built-in event scheduling request 

3) Fill out the “Event Name”, “Event Type”, and “Primary Organization for this Event”. 

4) Click “Next” to go to the next section of the form. 

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


	

    
       

      
 

             

             
 

  

																													 	

	

	

	

	

	

	

	

	

	

[:; Back I 

Cancel I Save 

Do this v nt hav mo than on occurr nc ? 

No 
Th eve t as o ly one cc ce. 

o:her ted e ts ., !.tp 1m 1 .e ., d d1:.t1 

Yes 
Th eve t as more a o e occurrence. 

5) Fill out the Expected Head Count and the Event Description.  Please see the “25Live: 
Event Management and Scheduling System” for more information on basics of creating 
an “Event” in 25Live. 

6) Click "Next" to go to the next section of the form. 

7) Next, you will be asked if your event has more than one occurrence.  Click “YES” 



	

	

               
  

            
               

               
 

                           

 

                 

      
 

 

 

 

 

 

 

 

 

 

◄ Back 

Tell us WHEN th is event takes place . 

Select the dates and times of first occurrenm of the •dual event . 
Subsequent occurrence dates will be entered on the next page . 

Setup , ti.tkedown , pre- or post-event times can be spedfied below. 

Event Start: Thu Dec 11 2014 

Event End: Thu Dec 11 2014 

Does this event require 

Setup or Pre-Event time? 

Does this event require 

Post-Event or Takedown time? 

[ Cane::;) [a" Save 

2 :00 pm 

3 :00 pm 

n ves O No 

n ves O No 

Next 

8) Next you will enter the date and time for the first occurrence of your event. This includes 
the “Pre-Event/Setup durations?” and “Post-Event/Takedown durations?”.  As a 
reminder, requestors need not enter Setup and Takedown times. Please Note: All 
subsequent occurrences must be at the same time as the initial date. If the time of the 
event differs from date to date, you will need to create a separate reservation for each 
time 

9) Click "Next" to go to the next section of the form. 



 

	

              
  
  
  
  

                 

              
           

    

                            
 

Choose how this event REPEATS. 

Ad Hoc Repeats 
Jndjv/dually select dates to add to the event. 

Daily Repeats 
Examples : Repeats every day for 5 o«urrences ; RepeiJ ts every 
3rd day through a spedfic date. 

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

Monthly Repeats 
Examples : Repeats every month on the 1st and l 5th through a 
spcdfic date; Repeats every 3rd Monday of the month for 6 
occurrences .. 

Does Not Repeat 
This even t has only one occurrence . 

Describe how th is event REPEATS. 

( Weekly Repeats :) 

Repeats every week : l 
Repeats o n u Mon Tue Wed ., Thu 

U Fri U Sat Sun 

Eve nt Repeats 

. Rep ea t s t h rou g h I Thu Jan 08 201 5 I . 
End s after 1 : It erati on s 

Occurr ence List 

Date Commen ts Status 

Thu Dec 11 2014 I Offi ce Meet ing ,,,1 Act ive 

Thu Dec 18 2014 lo ce Mee ng ,,,1 Act ive 

Thu Dec 25 201 4 L =-:J Act ive 

Thu Jan 01 2015 lo ce Mcc~ng - ,,,1 Act ive 

Thu Jan 08 2015 0 ce Mcetl ng /, Act ive 

10) Select one of the four “Event Repeats?” options and select the preferred dates 
• Repeats Ad Hoc 
• Repeats Daily 
• Repeats Weekly 
• Repeats Monthly 

• All occurrence dates will appear in the “Occurrence List”. It is possible to 
add notes to specific event dates in addition to cancelling individual occurrences 
within the “Occurrence List” 



 
 
 

                     

         
 
 

              
               

           
 

                   
           

 
               

             

             
  

 

[◄ ea~ 

Cancel 8 Save 

P Search by Location Name ... 

Alumn i 

cc 309 
McCarthy Campus Center Alumn i Room 
Max Capacity: 150 

(] Show only my aulhonzed locations that have 
notimeconflJCts 

O Enlorce head count 

cc 309 : Modify sel ected Occurre nces 

□ Assign? Date COnfl lcts? 

rJ Thu Dec 11 2014 

rJ wed Dec 17 2014 (none) 

rJ Wed Dec 24 2014 (none) 

rJ Wed Dec 31 2014 (none) 

rJ Wed Jan 07 2015 

Hover over conflicts for more informatJon. 

-,cc 309 
McCarthy campus Center Alumni Room 

Max ca pacity : 150 

Features: AV - Microphone Jack; AV - Data Proj ector 
- LCD; AV - Screen - Automatic:; IT - Internet -
Wlre ss; Telephone - Conference; Telephone - Jack 

Selecte d Occurr ences: All Occurrences 

-, cc 309 
McCarthy Campus Center 
Alumni Room 

conflicts : 

(i) Rerre 

Features : AV - Data Projector - LCD; AV -
Microphone Jae:k; AV - Screen -
Automat ic; IT - Internet - Wireless; 
Telephone - Conference; Telephone -
Jae 

Layout Setu p I nstn.octl on• 

I Lecture (98] _:J (none) , • 
I Lect ure (98] _:J (none) , 

I Lecture (98] _:J (none) , 

I Lect ure (98] _:J (none) , 

I Lect ure (98] __iJ (none) , 

evelopment series (1) 

5, 6:30 am - 6 :30 pm 

Modify Occurrences 

Atte ndance 

i 
i 
i 
i 
i 

save Chang • ca ncel 

: Ne 

vr, 

11) Click "Next" to go to the next section of the form. 

9) Search for the desired event location. 25Live will automatically search for any possible 
conflicts. If a space is available on all of the preferred dates, a green checkmark will 
appear. You can then select the space and complete the event request. 

a) If there is a conflict on any of the dates, a red triangle will appear. You can hover the 
mouse cursor over the red triangle to view the dates with conflicts. 

b) To reserve the space on the available dates, select the space from the “Choose 
from…” field so that it appears in the “Selected Locations” column on the right. 

c) To remove the conflicted dates from that particular space request click “Modify 
Selected Occurrences…” 



 
 
 

             
      

              
     

 
 
 
            
 
 
    

	

	

            

            
	

 
 

 
 
 
 
 
 
 

cc 309 : Modify selected Occurren ces 

□ As lgn? Date COnfllcts? Layout S tup Instructions Att ndance 

D Thu Dec 11 2014 I Lecture (98) _:J (none) , • i 
PJ Wed Dec 17 2014 (none) I Lecture (98) _:J (none) , i 
PJ (none) I Lecture (98) _:J (none) , i 
PJ Dec 31 2014 (none) I Lectu c (98) _:J (none) , i 
CJ Wed Jan 07 2015 I Lecture (98) il (none) , i 

more ,nformat:Jon. 

save Changes cancel 

Save Chang s can<:el 

◄ Back 

Cancel Save 

d) The conflicted dates will appear with an icon. Click the check box in the “Assign?” 
column to remove the conflicted date. 
Please disregard the “Layout” and “Setup Instructions” options at this time. We hope to 
offer that functionality in the future. 

10) Repeat Step 9 to find a location for all event dates. 

11) Click “Save Changes”. 

12) Click "Next" to go to the next section of the form 

12) Enter “Event Resources”, “Event Custom Attributes”, “Contacts”, “Categories”, and 
“Event Comments” 



 
 
 
  

																																														 	

	

  
 

							 	
	
	

	

	

	

Office of Campus Events 

Te.rms A Condit ions 

Affirmation 

Failure to return a signed contract will re.suit in automat ic cancellation. 

Terms 

Constructi on 
I. tn the eve t of construct ion in the room you have requested ., dates 
a d/or roo locat ions are sub Ject to change . 

Classrooms 
I. F m fture is not perm itted to be moved . Food Is also not allowed . 

Faculty/ Staff Dining Room 
I. Furniture is not perm itted to be moved . 
II. In order to reserve the space, rood must be present and catered 
thro g di Ing serv ices . You are not perm itted to bri g your own food 
into e room . 

Cond it ions 

I. Fra lngha State Un ers ity Is a tobacco free campus . 

II. All reserva n requests are subJect to admin stra e approva l. 

Ill . Fra Ing ham State U iversity prov ides reasona e 
accom odat lons to pers ons with d sab flit les in accordance with e 
ADA. For accommodat ion a:sslsta ce , please contact Shana Calvao , 
Coordinator of Ca pus Events at 508-·626 •4092 or by ema at 
scatvaott fram ngham .edu. Req ests shou d be made as soc as 
possfble prior to event . For more complex requests such as slg n 
language of CART, requests s ould be made at least 10 business days 
in adva ce. 

rv. Standard set • p a d clean• p ·11 be prov ided. Exceptiona l 
requirements or serv ices are sub;ea to be charged to the sponsoring 
organlz.auon. 

V. Requests for aU'dio/ visual equipment must be made through Chris 
Wallace, Aud a/Visua l Technician at 508 •626--4092 or 
cwallace2@fram ingham .edu, and fol ow e Office of Campus Events 
pol es and procedures . 

Please ciontact ou r Offi cie w ith any questions or concerns . 
Thank You 

n I agree v' 

Cancel 

N xt ► 

13) In the “Affirmation” read the Terms and Conditions and select “I Agree”. 

14) The final step is to click “Save”. 




