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How to Setup an Event in 25Live Pro 

From 25Live Pro Dashboard, click on “Create an Event” 
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On the next screen, you will be taken through the Event Wizard to detail out your event. 

Note: Depending on your access level and whether or not you are using a custom event wizard 
configuration, you may or may not see certain options. 

Event Name: A required detail 

Event Title: An optional detail if different 
from Event Name 

Event Type: You will only see the options 
that you have access to. Choose the most 
applicable option. 

Primary Organization: The organization 
putting on the event 

Additional Organization: An optional detail 
if applicable 

Once completed, click “Next” 
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On the next page, you can indicate additional event information such as head counts and 
an event description. 

Expected/Registered Head Count: If
known, indicate the expected and/or 
registered headcount. Otherwise, leave it 
defaulted to “I don’t know”. 

Event Description: You can enter an event
description that will show on any invoices or 
confirmations. Additionally, if using 25Live 
Publisher, the event description will appear 
on the calendar generated. 

Note: If you are using 25Live publisher and 
do not want the event description to be 
published, leave this section blank or 
indicate that this is a private event. 

Once completed, click “Next” 
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On the next page, you can indicate if your event is a repeating event. 

If your event is NOT a repeating 
event, click “No”. Skip to Page 9 of 
this documentation to continue. 

If your event IS a repeating event, 
click “Yes” and continue with the 
instructions. 

Once you click an option, you will 
automatically be taken to the next 
screen 
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With events that repeat, you will need to provide some additional details once you indicate 
“Yes” on the previous page. 

Indicate the starting and ending date/time of 
the FIRST ITERATION. If the first iteration 
starts and ends on DIFFERENT DAYS, 
uncheck the checkbox that says “The event 
begins and ends on the same day”. 

If you’d like to indicate any additional set-up 
or take-down time, you can indicate that in 
the bottom half of the screen. 

Once completed, click “Next” 
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Indicate how your event will repeat by choosing one of the listed event types. Alternately, 
you can choose the “Does Not Repeat” option if you’d rather not have your event repeat. 
Once once you’ve made a selection, you will automatically be taken to the next screen 
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If  you  are  unsure  of  which  repeating  event  type  you  need,  please  read  the  following  
descriptions  of  each  type.  

Ad-Hoc Repeats: Using the calendar, you can click to add 
different dates to your occurrence list below. You can also add 
individual comments to each occurrence. Please note that 
initially, each occurrence will inherit the same time block as the 
first occurrence you previous indicated. Separate documentation 
on changing the occurrences is available 
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Daily Repeats: Indicate how you’d like your event to repeat (daily,
every other day etc.) and indicate whether the pattern should 
occur until a certain date or after a certain number of iterations. 

All occurences will appear under the occurrences list 

Weekly Repeats: Indicate how you’d like your event to repeat
(weekly, every other week etc.). Additionally, you can select the 
week day that the event should occur on and indicate whether the 
pattern should occur until a certain date or after a certain number 
of iterations. 

All occurences will appear under the occurrences list 
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Monthly Repeats: Indicate how you’d like your event to 
repeat (monthly, every other month etc.). Additionally you 
can choose to set the repeating pattern either by day (i.e 
monthly on the 1st of the month) or by position (i.e the first 
Monday of the month) 

Finally, you can indicate whether the pattern should occur 
until a certain date or after a certain number of iterations. 

All occurences will appear under the occurrences list 
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IF YOU INDICATED THAT YOUR EVENT DOES NOT REPEAT, READ THIS PAGE. 
OTHER WISE SKIP TO PAGE 10. 

You will need to provide some additional details once you indicate “No” on repeating event 
indicator page. 

Indicate the starting and ending date/time of your event. If 
the event starts and ends on DIFFERENT DAYS, uncheck 
the checkbox that says “The event begins and ends on 
the same day”. 

If you’d like to indicate any additional set-up or take-down 
time, you can indicate that in the bottom half of the 
screen. 

Once completed, click “Next” 
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On  the  next  page,  you  can  add  one  or  multiple  locations  to  your  event  
reservation.  

 
You can find and select a location for your event 
using one of 4 ways: 

● Using locations you have starred 
● Searching by the location’s name 
● Using a saved location search 
● Using an advanced search to find a 
location based on a set of criteria (i.e spaces 
with a certain capacity) 
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As you find locations, you can 
select multiple locations if 
needed. All locations that you 
have selected will appear on 
the right hand side of the 
screen. You can modify the 
layout and add set-up 
instructions to each location 
individually. You can also 
remove or star locations 
individually on this page. 

Note: It’s recommended that 
you star locations that you 
frequently use for easier 
scheduling going forward. 
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On the next page, you can add one or multiple resources to your event reservation. If you 
are a user that does not utilize resources, you will not see this section. 

You can find and select a resource 
for your event using one of 4 
ways; by using resources you 
have starred, by searching by the 
resource’s name, by using a saved 
resource search or by using an 
advanced search to find a 
resource based on a set of criteria 
(i.e all A/V category resources) 
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As you find resources, you can select multiple resources if needed. All 
resources that you have selected will appear on the right hand side of the 
screen. You can modify the quantity and add set-up instructions to each 
resource individually. You can also remove or star resources individually on 
this page. 

Note: It’s recommended that you star resources that you frequently use for 
easier scheduling going forward. 

Once finished, click “Next” 
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On the next screen, you can add information on custom attributes for your event, such as 
ticket information or a website link. Only add this information if it’s applicable to your event 
reservation. Otherwise you can skip this section and click “next”. 
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On the next page, indicate who the scheduler 
and requestor are for this event. 

Both options will default to the user of the account 
logged in (i.e you the user). 

To change the user, you can click the “v” icon to open a small search window 
where you can type and search for the name of a user. You can also star 
requestors if you’d like so they appear at the top of the search list. 

Click “Next” to continue 
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On the next page, select the appropriate category or categories for your event. Then click 
“Next” at the bottom of the page. 

Note: Depending on the Event Type that you selected, some categories may already be pre-selected on 
this page. 
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On the next page, select the requirements for your event as applicable. 

Note: Depending on the Event Type you selected, you may not see any requirements to add. 

Click “Next” to Continue 
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On the next page, you’ll have the option to select calendars to publish the event to. Unless you are using 
25Live Publisher with certain event types - you may not see any calendars to publish the event to. 

Click “Next” to continue. 
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On the next page, you can add additional comments and notes. Click “Next” to Continue. 

Note: If you’d like to include private notes that won’t show on invoices or confirmations, use only the 
“Internal Notes” section. 
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On the next page, you can set the event state depending on your permissions. 

Choose the appropriate event state per the business processes within your department. 
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Before you save, you can navigate back to any section of the event wizard by using the navigation on 
the left-hand side. Just click on the section you’d like to view or modify. 

Once you have confirmed that you have added all the details needed for your event, click 
“Save”. 
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In the pop-out window, choose the appropriate heading for your event and then click 
“Save”. 

Note: If you choose “I don’t know”, the event state will be set to “Draft”. 
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When the event has successfully saved, you will be taken to a new page with a green 
banner at the top that says “This event has been successfully saved.” 

From this page, you can view the event details, edit the event, copy it or email the event’s 
confirmation and invoice documents. 
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