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25live Pro Guide to Navigation and Space Requests 

 

 

SIGNING IN / SITE NAVIGATION 

Go to URL 25live.gmu.edu 

Click on Sign In on the home screen banner at the top of the page 
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You will be prompted for your log in credentials. If you do not already have a 25live account, please go to events.gmu.edu/scheduling to request one. If you 

already had a 25live account before switching to Pro, your credentials have remained the same.   
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Once logged in you will be taken to the home page. If you are familiar with 25live, Pro will look a little different. 

 

 

 

 

This is where your favorite 

locations will live. It is a 

shortcut to searching these 

locations. Once you favorite 

them once, you do not have 

to look for them again. 

Use this Quick Search box to 

search locations, events and 

organizations housed in the 25live 

database. You can also search for 

these in other places within Pro, 

but this is the quickest way to 

locate them. 
If you are an approver 

for space or 

resources, you can 

locate your list of 

tasks here. 

 

Favorite the events 

you are working on 

and have quick 

access to them from 

this screen 

For more 

navigation 

options, click 

on More 

Click here to 

review a list of 

your requested 

events. 
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For more navigation options, click on More on the top banner. A drop down list will populate. From there, you can click on other options, like Search. Search will 

take you to more advanced searches that expand upon the Quick Searches on the home page.  
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FAVORITING SPACES / VENUE INFORMATION 

For all classroom spaces, type in the word, Classrooms, in the quick search box on the home page. Press ENTER or click the magnifying glass icon. 
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A list of rooms will populate using the keyword, Classrooms. These rooms are classroom types offered on Mason campuses. Click on the star next to the location 

name. By starring the space, it is added to your favorite locations. When you make a request for space in the Event Form, your favorite spaces will be searched 

first. We suggest that you favorite these classroom types because it will make classroom requests easier.  
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Next, you can search for meeting room space by typing in a keyword in the quick search box at the top of the screen. Click Search or press ENTER to complete 

the search. 

 

 

The list will populate and depending on the search you conducted, you might have several pages of results. You can navigate the pages at the bottom of the 

screen. If you want, you can choose to view up to 100 results per page.  

Full name of the 

location 

Abbreviated/informal 

name of the location 
Location type Features included in 

the room 

Available set-

up/layout options 

Capacity for open or 

theater seating 
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Do not forget to 

favorite multiple 

spaces! 
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You can view when your searched spaces are available by clicking on the Availability button at the top of the list. It will default to today’s date and you can 

change the date as needed by clicking on the date and navigating through the calendar that populates. Available times will show as neutral/white and the 

unavailable times will show as dark green or light green. Building closures will show in light or dark grey. If you are permitted to request a space, you will see an 

icon that looks like a piece of paper and pencil as you hover your mouse over the availability grid. Locations that you are not permitted to request will show 

nothing. 

 

 

 



10 
 

If you want to look at the availability of just one space over several dates, simply click on the room name in blue from this grid and the availability should 

automatically populate.  
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Once you have that location open and showing availability, you can also view other details of the location. You do this by clicking on Details from the options on 

the navigation bar. This view will give you more information about the location, like detailed features, max capacities for each available layout, photos or 

diagrams of the space when applicable, and contact information for the space approver. 
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SUBMITTING A SPACE REQUEST USING THE EVENT FORM 

To request space for an event, please use the Event Form. You can access the Event Form by clicking on the button that says Event Form on the banner or by 

clicking the button that says Create an Event on the home page. You can navigate to the home page by clicking on the button that says 25live Pro on the banner. 
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Once the Event Form opens, follow the instructions to fill in event information. Please make sure to read all information displayed and to answer questions to 

the best of your knowledge.  

 

 

Name and title will usually be the same. You 

can make title more specific and the name 

can be broader. The title is what shows up on 

published calendars such as today@mason 

and the name is searchable within 25live pro 

Event Type 

should always be 

Faculty/Staff 

Organized unless 

you need remote 

spaces on 

another campus. 

If that is the 

case, pleas select 

Enterprise 

Collaboration 

event 

 

If your organization is not currently 

in the database, please email 

gmuevent@gmu.edu 

Wait to save your event 

until the end of the form. 

You can preview your 

progress at any time. 

You can have 

quick access to 

items on the 

form by clicking 

on the item in 

blue to navigate 

to that point in 

the form.  
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Please provide as much 

information for your 

event as possible. If you 

do not want to show a 

description, please type in 

Do not publish.  

For multiple occurrences, please 

put the first date and time in this 

field. You will be able to select 

additional dates and times in the 

next step. 

This box should always be checked. If your event 

occurs past midnight, please check with your 

scheduler to see if that is possible in the venue 

you are requesting. 
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Please add in additional time 

needed for your event. This is YOUR 

time to set-up a presentation, put 

materials out, set-up nametags, etc. 

This is not time for table and chair 

set-up. That will be determined by 

your scheduler and will be added 

when your request is processed. 

The time you request here is the 

time you will have access to the 

venue on the day of your event.  

Here is where you can select additional dates for 

your event or meeting. Click on the dates or select a 

repeating pattern if applicable. You can modify 

individual dates by clicking on View All Occurrences. 

This window will open 

which will allow for 

adjustments to event 

times on different 

dates. 
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Since you have already favorited some spaces, 25livePro will 

automatically search your favorite spaces for availability if you 

have this option toggled to YES. 

Spaces that are available 

for all requested dates 

will show in blue with 

the word Request. 

Spaces that are available 

for one or some of the 

requested dates will 

show in brown with the 

words, Request 

Available. Spaces that 

are not available for any 

dates will show with the 

word, Unavailable. 

If you want to book a 

classroom space, please 

select one of the 

classroom types that 

you favorited earlier 

(shown here).  
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To reserve a space for 

any or all dates in the 

reservation, simply click 

on the button that says 

Request or Request 

Available. This will 

assign the space to all 

available dates. To view 

the conflicts for 

unavailable spaces, click 

on Conflict Details in the 

last column.  



18 
 

 

 

 

 

 

 

You might have several pages of results. You can navigate 

the number of pages or determine how many items per 

page you want to view at the bottom of the location 

results.  
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Once you have 

successfully selected 

your locations, you 

can edit them by 

clicking on View 

Occurrences.  A 

window will open 

giving you the 

options to select and 

deselect the location 

for a particular date.   
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To search for spaces that are not your favorite locations, you 

can do one of the following: 

1. Search by keyword 

2. Search by Public Search 

Click the X to 

remove the 

current search 

Search by Keyword: 

Type the name of the room, or building into the second 

window and press enter. This will populate the results and then 

you can follow the same instructions as before.  
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Search by Public Search: 

In the first window, click on the down arrow to reveal more 

saved search options. Scroll down to Public Searches and select 

the search most relevant to your event. We recommend Event 

Spaces (All) for the campus of your choosing. You can also 

favorite these searches from here so that you can access them 

later under your favorite searches in the same drop down.  
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The next step is Event 

Attributes. These questions 

are required and affect the 

planning of your event. 

Please provide as much 

accurate information as 

possible so that our event 

managers can properly 

advise you on the planning 

of your event and make 

sure you are compliant with 

University policies.  
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The requestor and scheduler will default to you. The 

approver on the space requested will change the schedulers 

to themselves once the request is processed. The 

confirmation will be sent to the requestor.  

Event Categories are 

directly related to 

published calendars. If 

you select a category, 

your event will then be 

pushed to the 

appropriate calendar. If 

you do not want it 

published at all, please 

click *Do NOT Publish to 

Calendar 
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Now that you have completed all event 

information, you can click preview to 

review your request. If all details are 

correct, click save. If you want to make 

changes before saving, please go ahead 

and do it. Please remember that if you 

change the date and /or time, you will 

need to reselect your space as the 

parameters have changed.  

Once your event is 

properly saved, you 

will be navigated to 

a details page for 

your event. You can 

review details of 

your request. If you 

need to edit 

anything at this 

point, you can click 

Edit Event. 

Please take note of the 

reference ID, found at in 

the band at the top of 

the page. It will start 

with the year your event 

was requested and 

followed by a series of 

letters. This ID is unique 

to your event 

reservation. To submit 

changes  to your event, 

please provide this 

number to your 

scheduler. 
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Reservations can take up to 3-5 business days. If you have not heard back from a scheduler within that time frame, there might have been an issue with your 

request. Please reach out to use at gmuevent@gmu.edu or x2853 to inquire about the status of your request. To make changes to your event or to cancel your 

event or occurrences, please email your scheduler and provide the reference ID for the event you want to change. Once your event is confirmed, an emailed 

confirmation will be sent to you. The confirmation will look like this:  

 

You can review the details of your request by clicking through the options on the navigation 

panel. Occurrences will show the pending space requests. Once your event has been confirmed 

by the scheduler, this will show as assigned and no longer pending.  

mailto:gmuevent@gmu.edu
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Please visit events.gmu.edu for FAQs about events and 25live Pro. 

 


