
STEP 1

Login to 25Live
Go to 25live.collegenet.com/pro/austincollege. Your login is veriAed through your Oustin 
College SS( )Single Sign (nk. Your dashboard should looE something liEe the one below.

STEP 2

Click on  Create an Event button (or Event Form button on gold bar at top of
 screen)

Created with 2 of 13

https://25live.collegenet.com/pro/austincollege#!/home/dash
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 3

Event Form Entry

Type the name of the event in the Nvent xame bo4

STEP 4

Longer Event Names

Ony events with a name more than :0 characters long can be added to the Longer Nvent 
Title bo4 )x(TNz a shorter event name will still need to be entered into the Nvent xame 
bo4 Arstk
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STEP 5

Select Event Type

Choose an event type from the drop down. Choose one that most closely describes your 
event.

STEP 6

Primary Dept or Organization

ClicE on Search organiIations
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STEP 7

Type in your Organization Name

Search for the name of your organiIation and select.

STEP 8

Estimated Attendance

Type in the number of estimated attendees. ),f the event is come and go- please estimate 
the largest number of attendees that will be there at one timek
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STEP 9

Event Description (Optional)

The Nvent Description bo4 can be used to give more details about the event. This descrip6
tion will be displayed on the public web calendar.

STEP 10

Choose the date for your event.
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STEP 11

Enter Start and End times

STEP 12

Search for a Location

Type your preferred event location into the search bar- then clicE Search.
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STEP 13

Hide ConRicts

,f nothing comes up in the search- try unchecEing hide con9icts to see if a con9ict is 
Eeeping you from seeing the space you are searching for.
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STEP 14

qecommended qesources 

ClicE the refresh button if the recommended resources have not populated.
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STEP 15

qeIuesting qesources

ClicE WeHuest for any items that you will need to use for your event.
x(TNz Ony media being used in the MCC- xation Theatre- Mynne Chapel- outdoor spaces- 
Sid Wich- or >o4ie Thompson must be reHuested via this process.

STEP 16

Additional Event -nformation Q wuestions

Oll Huestions ?UST be answered.
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STEP 17

qead all popQups and acknoxledge before moving on to ne8t step

STEP 18

Further Event -nfo

Ony additional information you would liEe the events team to Enow about the event can be 
entered here.
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STEP 19

Event Policy Acknoxledgement

You ?UST acEnowledge you have read the event policy. ClicE the blue linE to read the 
policy.

STEP 20

Complete Form

ClicE Save at the bottom right of the form. Your reHuest has now been submitted. You will 
receive a conArmation email once all appropriate ofAces have approved the reHuest.
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