25Live Event Form—the Quick Guide

Access 25Live at mtsu.edu/25live. Use Chrome or
Firefox as your Browser.

Sign In at the top right:

[} 25Live Guest Signln =More

To create an event, use the Event Form button at
the top right:

[~} 26Live [© EventForm Misu

Enter the Event Title. The Title is a required field
and should be descriptive: if the event will be
advertised, this will be how users will see it.

This is only a request. Room request will be saved as a draft preference and a Scheduler will be in contact
soen. A Quick Guide for Event Form Instructions and building Scheduler information can be found on the
Event Coordination website.

Event Title - Required

Select an Event Type from the drop-down box
(required):

Event Type - requires ()
Please review the Use of Campus Property and Facilities Scheduling policy on the MTSU Policies

website for a full description of Event Types.

x Student Sponsored v

Q, select an item
I
*

partment
x Student Sponsored

v Remove
* University Sponsored

Enter the organization sponsoring the event. Type
to search:

Primary Organization or Department
Search organizations ~ Remove
QEx

EVENT COORDINATION
DEPT.

[ EVERY NATION CAMPUS
_ MINISTRY

[ EXPERIMENTAL VEHICLE -Enabled) - req|
PROGRAM

e e—————————esON NETE in additig

Enter the Event Head Count. Then, type (or paste)
in your contact information and a description of the
event:

Event Head Count - Required

25

Event Description (HTML-Enabled) - required (D)

Enter your contact information here in addition to the event description: enter your name and
email address. You may also add a website for your event here. By moving forward, you
understand and agree that your name and MTSU email address will be included on both the event
reservation system and event advertising.

File Insert Table View Format Tools
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Connie Fensky, Connie.Fensky@mtsu.edu

https://mtsu.edu/eventcoordination

Enter the Event Date. If it is a repeating event,
enter the first date.

Event Date and Time - Required
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Click Here to get this calendar
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Enter the Event Times. You may either drop down
the box or type in with am/pm or military time (the
time shown is 10:45pm):

Event Date and Time - requirea

Thu Apr15 2021
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https://25live.collegenet.com/pro/mtsu
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To add Setup/Pre-Event Time, or Takedown/Post-
Event Time, expand Additional Time with the
arrow. Then type in the extra time your event
requires:

11:30 am
To
12:30 pm
Duration
1Hour
|3 Additional time {~)
e
Setup Time
[} Days 0 Hours 0 Minutes
Takedown Time
[} Days 0 Hours 0 Minutes
Reservation Start:
Thu Apr 15 202111:30 am
Reservation End
Thu Apr 15 202112:30 pm
Reservation Duration
‘1Hour

Click on the Repeating Pattern button to enter
repeating reservations, or just click on the dates on
the calendar:

Click on the calendar below to add dates or click the Repeating Pattern button to select a date

pattern,
K« < April 2021 > »
28 29 30 31 01 0203 Click on Dates to the Left
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View All Oce

To choose your Location(s), type a location name
then press Search:

Event Location Requested - Required \@\

Select a building from the drop down box below and press Search. Then click Request next to
your preferred room.

Locations Search ~
Auto-Load Starred No Yes
Hide Conflicts Enforce Headcount
Saved Searches (optional) v || typehere x ‘

(©) Hint! Type = to use SeriesOL.

More Options v Reset

From the list of locations, reserve the one(s) you
want by selecting the Request button:

BAS - Business and Aerospace Building ¥ BAS - Business and Aerospace Building x

Add Name —  Title - Defautt — | Availability Conflict
Capacity Details
BAS N127 BUSINESS AND 28 1 None
AEROSPACE
BUILDING
e
‘ Request ' BAS S11 BUSINESS AND 30 11 None
R — AEROSPACE
BUILDING

25Live adds the selected location(s) to the page:

¥ BASS111 BUSINESS AND AEROSPACE BUILDING Capacity: 30

Date Time Conflicts Layout Instructions Attendance

ThuApr152021  10:45 pm - 11:45 pm Restricted 5S¢ %

Remove | View Occurrences

Answer the Custom Attribute questions (you may
add those associated with your departmental
calendar, if instructed to do so, by clicking the Add a
Custom Attribute button).

Event Custom Attributes ()

Please answer Yes or No to each of the nine custom attributes (the questions) below. Your event
will not be considered without this information. For mere information please see the Event Form
instructions Quick Guide on the Event Coordination website.

* Open to General Public? No . Yes

* Tickets Required? (] Yes

Enter any set-up notes:

Event Set-up or Special Needs

We need tables set up in the round|

Notice that the title of your eventis on a tab at the
top of the page, and you can jump to any field with
the links at the left-hand side:

Add New Connie's Training Event

Event Title

Event Type

Primary Organization or Department
Event Head Count

Event Description (HTML-Enabled)
Event Date and Time

Event Location Requested

Event Custom Attributes

Event Set-up or Special Needs
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Preview the event information and, once you’ve entered all the event information, click the Save button to save
the event request.

Cancel Preview

Your event request will be saved. You will be shown the Event Detail screen, which looks something like this,
with some notifications to the bottom left of your screen letting you know of the success of the saved request:

MIDDLE ~
TENNESSE (3 25LivePro  [& EventForm  Firstname Mtsu  =More
STATE UNIVERSITY
Recently Viewed v | @ren
| @ Connie's Training Event Draft 2021-ABWXMS Thu Apr 16 202111:30 am - 10:45 pm c
Details Occurrences Calendar Audit Trail
2, Edit Event More Actions v~ | (' (@) Help
General -~ Event Categories A
Event Name Connie's Training Event
Event Type: x University Sponsored Custom Attributes ~
Organization & EVENT COORDINATION DEPT.
o Open to General Yes
S 8 Public?
2 Notifications Dismiss All
Tickets Required? No
Location BAS ST11was removed from b Admission/Registrati  Na
?)  ThuApri52021and converted toa on Fee?
preference.
Products for No
. Thisevent has been successfully ku.edu Purchase?
' requested tcoordination
Dictributing bl h

You will receive an email telling you that your request was received, and shortly thereafter, a scheduler will
contact you to confirm the reservation. Event advertising should not take place until you receive confirmation
from a scheduler.



