Quick Reference Guide
Requesting Space on Campus
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Welcome to WPI's Event Management System, 25Livell

Once logged in this brings you to your dashboard, you can quickly jump to Create an Event button
or click the Event Wizard tab
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Welcome to WPI's Event Management System, 25Live!!

If you have any questions 25Live, please email The 25Live
Administration Team.
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Complete the fields of information on each page and click next to continue until you reach the end.

Once all fields are complete please remember to click “I Agree” and the Save button

Reminder: This is a request, not a confirmation.

Helpful Hints

When adjusting the time of your event, please allow time for the green box to If your event has multiple occurrences you can request them

update and accept your changes before clicking next all on the same reservation

—
Event Start: Wed Jan 06 2016 . 12:00 pm

Ad Hoc Repeats
Event Duration: Individually select dates to add to the event.

-
Event End: Wed Jan 06 2016 |, 1:00 pm
“ 1 Hour

#| The first occurrence begins and ends on the same day.

Daily Repeats

Examples: Repeats svery day for 5 occurrences; Repeats svery
3rd day through a specific date.

Does this event require
Setup or Pre-Event time?
Weekly Repeats

Examples: Repeats every week on Monday and Thursday for 12
Does this event require occurrences; Repeats every other week through a specific date.

Post-Event or Takedown time? ¢ No

< Back Next » Monthly Repeats

Repeats every month on the 1st and 15th through a
te; Repeats every 3rd Monday of the month for 6
25,

In Date/time page, please allow appropriate set-up/take-down time for our service
providers (Example, catering for a meeting, please allow 30 min on each end

Does Not Repeat

This event has only one occurrence.

When searching for a location, less is more for keywords to yield more results

Please provide as much info as possible in the comments section

# Search by Location Name...

cc

CCALL

Campus Center - All

Max Capacity: 800

CC '46 LOUNGE

Campus Center - Class of '46 Lounge

Max Capacity: 30

CC 3RD FLOOR LOBBY - HAGGLUND
Campus Center - 3rd Floor Lobby - Hagglund
Max Capacity: 30

CC 3RD FLOOR LOBBY - MID-CENTURY

Camnus Cantar - 2ed Eloor Lohba - Mid-Cantun:

Show only my autherized locations that have
no time conflicts

Enforc ¢ head count

v
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@ refresh

to ensure proper set-up

Event Comments

This will be @ meeting to discuss . We will be requesting
catering and may need a table set up in the back of the room
near the door. A presentation will be given so we will need the
projector and a wireless micr0|:|h0ne.|g

If these boxes are checked, less results will come up

If you have not heard from us within
two business days, please call the
Events Office at 508-831-5613




