




Event Type
Users should select the event type that best describes their event
from their list of favorite event types or from the complete list of
event types.

Sponsoring Organization
Users should select the organization or office responsible for the
event from their list of favorite organizations, or search by
organization name. Note: If the search does not return the expected
result, try limiting the search to a key word in the organization
name. Star your favorite organizations so that they appear
immediately.

Additional Organization(s)
Users can also select any additional organizations involved with the
event. Multiple organizations can be selected using this editor.

Expected Attendance
Users should enter the estimated number of attendees for their
event in the Expected Attendance field. For tabling events, enter
“1”.

Event Description
Information entered into this editor will appear in the 25Live Event
Detail view. For example, if there is a website for the event, this
would be an ideal location to display the URL. DO NOT enter room
setup information in this box.

Event Date and Time
Users select the first date, and the start and end times. Be sure to
enter the EXACT start and end times for this date. (You can pad it
later under Additional Time)

Additional Time
E&C already pads each event by 1 hour setup/1 hour takedown in
order for Housekeeping to have ample time between events for
turnover. If you require more time to decorate/setup, choose
pre-event and post-event time.

Event Dates Continued…
Click on the calendar to add dates or click the Repeating Pattern
button to select a date pattern (daily, weekly, monthly).





Attached Files
Here is where you can attach a diagram.

Event Contacts

● Add Requestor, Event Organizer, and Advisor.

●



For Student Organizations: Certain reservations may require a
Student Event Meeting with the Center for Student Involvement.
Your reservation confirmation will clearly state if you need to attend
a Student Event Meeting.

Canceling an Event
Simply email Events & Conferences (scheduling@ramapo.edu or
volshefs@ramapo.edu) with reservation #. Note: Canceling an
event in 25Live does not automatically cancel any requests made
for additional services for an event. Requestors should also follow
up with any service providers (Media, Catering, etc) to cancel
requested services for an event.

Signing out of 25LIVE

● When logged in, the user's name will appear in the upper
right-hand portion of the page.

● Close the browser to exit 25LIVE.

Questions or Training Requests

Contact Events and Conferences at x7590

Or send an email with 25Live in the subject line to:

scheduling@ramapo.edu
Veronica Olshefski, volshefs@ramapo.edu


