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**25Live should be used for all room reservations 
Events should NEVER be advertised until the room is reserved.** 

 



How To Find 25Live? 
 
• www.mtsu.edu/25live 
• From the University Master Calendar (links at top right): 

 
 

 
 

• Firefox and Chrome are the preferred browsers. 
  

http://www.mtsu.edu/25live
https://mtsu.edu/calendar


Sign In 
 

• Sign in with your MTSU credentials at the top right: 
 
 
 

 
  

http://www.mtsu.edu/25live


Starting the Event Wizard 
 
• Click the Event Form link at top right: 
 
 

 

 



Basic Event Information 
 

 
 



Entering Basic Information 
 
• You may or may not see some instructions in red at the top 

of the form. Please read! 
• Use the Tab Key or Mouse to navigate between fields. 
• Title of Event or Event Title (Event Name) field is required. 

You may not save until all required fields have been 
entered. 

• This field can only hold 40 Characters or Less. 
• Fill In Title Information (if present) field ONLY if you had to 

abbreviate the Event Name. Please duplicate this field in 
the Event Description if used. 



Choosing Event Type 
 
 
 
 
 
 
 

 



Entering Basic Information (Event Type) 
 

• When you select the Event Type field, it will expand, 
starred Event Types will be at the top, others below 
alphabetically. 

• When you click on Your Event Type, it will fill the field. 
• You may see more than two event types. Please reference 

University Policy 100 – Use of Campus Property and 
Facilities Scheduling for the definitions of Event Types. 

• This is a required field, and some fields below will not 
populate until it is selected. 

https://www.mtsu.edu/policies/p100/
https://www.mtsu.edu/policies/p100/


Entering Basic Information (Sponsor) 
 
• When you select the Organization field, it Will Expand with 

“Starred” Organization(s) at the Top: 
 

 
 

 
• Start typing to search for an Organization (or Department 

or Student Organization) other than those shown. 



Entering Basic Information (Sponsor cont’d) 
 

• When you click on an Organization, it will fill the field. 
• No Organization is required. 
• Always put a single sponsor in this field, even if it is not 

MTSU-Affiliated. 
• There may be an additional field for additional sponsors 

where you can add as many as you like. If not, and you 
need more, enter them in the Event Description. 



Additional Basic Information 
 

 



Additional Basic Information (cont’d) 
 
• Head Counts are useful for space utilization reports. Type 

the number of attendees you expect. 
• Event Description is to tell people about the event—this is 

very important for calendars. 
• Type your Description into the field. You may also cut and 

paste and enter links into this field from promotional 
material.



Date and Time 
 

 



Date and Time (Date cont’d) 
 

• Enter the date of the event. When you select the field, a 
calendar will appear from which to choose: 

 

 



Date and Time (Time cont’d) 
 

• When you select the time field, it will drop down to allow 
you to choose the time, or you can type it in: 

 

 
 

• When you choose the start time, the end time will initially 
automatically move to one hour after, so don’t forget to 
change it if necessary!



Date and Time (cont’d) 
 

• If you entered the Event Form from the Availability Grid, 
the start time might already be filled in for you with ½ 
hour as the initial time for the event. Again, don’t forget to 
change the end time if necessary! 

• Drop-down on Additional Time to see set-up and 
takedown entries: 

 



Date and Time (cont’d) 
 
• There may be more than two additional time fields 

available. They reserve the room for additional time 
before and after the event. 

• Setup and Takedown reserve the room for arrangement of 
the venue. 

• Pre-Event and Post-Event reserve the room for time to 
manage the audience or as needed. 

  



Date and Time (cont’d) 
 

 
 

• If your event happens more than once, select the 
additional dates from this calendar. 

• Select Manage Occurrences if successive occurrences 
happen at different times than the initial one. 



Location(s) Requested 
 

 
  



Location(s) Requested (cont’d) 
 

• Start typing in the field labeled Search Locations to search 
for a space. Use the Building Abbreviation if you know it. 

• Pay attention to the checkboxes Hide Conflicts and 
Enforce Headcount – they limit what is shown as available. 

• Search Filters allows you to search for a space based on 
the equipment therein or the capacity. 

• Saved Searches (optional) allows you to use any saved 
location searches or any public location searches to find a 
location. 

  



Location(s) Requested (Starred cont’d) 
 

• If your Auto-Load Starred radio button is selected, you 
may already see your starred (“favorite” or bookmarked) 
locations below. 

 
 



Location(s) Requested (Space List cont’d) 
 

• Click on Reserve (if available) or Request to add that 
location to the list of event spaces: 

 
  



Entering Locations (Conflicts cont’d) 
 

• Conflicts appear as Unavailable: 

 
• Click on Conflict Details to see the conflicting event. 



Resources Requested 
 

 



Resources Requested (cont’d) 
 

• Entering resources is almost identical to entering 
locations. 

• If your Auto-Load Starred radio button is selected, you 
may already see your starred (“favorite” or bookmarked) 
resources. 

• Search Filters allows you to search for a resource based on 
its category. 

  



Event Custom Attributes 
 

 



Event Custom Attributes (cont’d) 
 

• The questions with red asterisks are required. Move the 
radio button to Yes or No as appropriate. 

• You may be able to enter additional information under 
Add a/Select Custom Attribute: 

 
• Any prefaced with an abbreviation and colon are for 

departmental calendar use —DO NOT USE unless directed 
to do so! 

• To enter a Web Site or Event Image type the entire URL in 
the field, starting with https://. 
 



Requestor or Sponsor for the Event 
 

 
 

• You may see a place to enter event contact information. 
• You are automatically entered as the Requestor and 

Scheduler. 
• The Requestor is the contact for the Event, so change that 

one and leave yourself as the scheduler.  
• To choose a Requestor, select the field and start typing.  



Event Category 
 
 

 
 



Event Category (cont’d) 
• You may see a place to enter event categories. 
• Categories are required to route events to calendars (the 

University Master Calendar or Departmental calendars). 
• The first 10 categories in the list are the University Master 

Calendar (UMC) categories. The rest are for departmental 
calendars. 

• The rest are alphabetized. 
• There is also Do Not Publish to Master Calendar if you 

don’t want your event on the UMC. 
• Lack of any of the 10 UMC categories, or Do Not Publish 

will route your event to the General segment of the UMC. 
It is for the campus community at large. 

• PLEASE DON’T USE categories with asterisks, or Student 
Dates/Deadlines unless specifically asked to do so!

https://mtsu.edu/calendar
https://mtsu.edu/calendar
https://mtsu.edu/calendar
https://mtsu.edu/calendar
https://mtsu.edu/calendar


Set-Up and Special Needs and Notes 
 

 

• Just type in the field. 
• Notes do not display on calendars; however, do NOT enter 

sensitive information. 
• Setup and Special Needs are for your use to deal with 

event preparation. 
• Internal Notes Just type in the field. 



Event State 
 

 



Entering Event State and Saving 
• Click on the Event State that suits your event.  
• The most common three are: Tentative, Confirmed and 

Cancelled. 
• You can change your default Event State, if wanted, with 

the Set Default button: 

 
• Tentative events never get published to a calendar. 
• You are FINISHED! Click the Save button. 

 
  



Successfully Saved Event 
• You should get a black bar message in the lower left 

corner of your screen. The one regarding removal of the 
space is normal when making a space request (NOT a 
direct reservation). 

 
  



Successfully Saved Event (cont’d) 

 
  



After Saving 
 

• After saving, the Event Details screen will be shown (as 
above). 

• The Copy Button is Your Best Friend! It and other options 
can be found under the More Actions menu: 
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