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25LivePRO Non-Academic Event Scheduler Training 
Guide  
Welcome to the 25LivePRO Event Scheduler Training Guide! This guide is designed to equip 
you with the knowledge and skills needed to efficiently schedule events using the 25Live 
system. Whether you’re a seasoned scheduler or a newcomer, this resource will walk you 
through the essential steps and best practices. Let’s get started!  

Access 25LivePRO: 
o Log in to the 25LivePRO system using your credentials. 

o Navigate to the dashboard. 

 

Create an Event: 
o There are multiple ways to create an event: 

 Click on the “Event Form” link in the top navigation bar. 
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 Alternatively, use the “Create an Event” button in the middle of the 
dashboard. 

2. Fill in the Event Form: 

o Provide the necessary details for your event: 

 Event title, type, date, time, location, and other relevant information. 

 Select recurring dates if applicable. 

 View room information and layouts. 

The fields that appear on the Event Template depend on the requester’s access in the 
25LivePRO system however, the below screenshots provide a robust sample of the 
information needed when creating a non-academic event: 
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3. Review Reservation Details: 

o Double-check all the information you’ve entered. 

o Ensure accuracy before submitting the reservation. 

Additional Tips: 
o Use the “I know WHEN” shortcut if you have specific timing information. 

This location search option is found in the center of the Dashboard/Home 
Page, under the Create an Event button. 

o Final Exam placement is handled by Classroom Management in the Office 
of the Registrar. Final Exams should never be placed directly into 25Live by 
you. 
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o All non-academic requests should be processed by departments AFTER the 
first or second week of classes for each academic term. Academic course 
sections must be prioritized over non-academic events. 

Note: 

• Access to the 25LivePRO system is based on administrative group.  
• To request access to 25LivePRO or to request 25LivePRO or CLSS (rooming fields) 

training, please contact our office at The Office of Classroom Management 
ocm@miami.edu  

https://www.unco.edu/registrar/pdf/25live/25live-training-user-guide.pdf
https://www.unco.edu/registrar/pdf/25live/25live-training-user-guide.pdf
https://www.unco.edu/registrar/pdf/25live/25live-training-user-guide.pdf
mailto:ocm@miami.edu
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