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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 

 

 



2 
 

 

 

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! 



9 
 

 

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 todayΩǎ ŘŀǘŜ ŀƴŘ ȅƻǳ Ŏŀƴ 

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. 

 

 

 


