Events & Conferences

Viewing Event Details

You can always view the complete details of your event in 25Live.

Sign in to 25Live at https://25live.collegenet.com/pro/bu using your personal BU login
and Kerberos password.

To view event details, follow the steps outlined in this guide.

Step 1: Find the Event
Find the event by searching for it via its unique reference number or by keyword in the

event name. Use the event search in the Quick Search feature on the 25Live
dashboard to find your event with either option.
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Quick Search ~
@ Search Events Q
@ Search Locations Q
A, Search Organizations Q

You can also find your event by clicking on the link in the Your Upcoming Events
section on the 25Live dashboard. If you haven’t customized your dashboard, this
section will be below the Create an Event button. If you have requested events, there
will be a number before the word “events” and this is a clickable link that will return a list
of your events.

n/ Create an Event

Your Upcoming Events ~

@ 11 Events in which you are the Requestor



https://25live.collegenet.com/pro/bu

If you know the location of the event, you can also find it by looking up the location
availability, finding the date of your event and then clicking on your event to open it.

g Dahod Family Alumni Center at The Castle ¢
225 Bay State Road - Dahod Family Alumni Center at The Castle

Details List Availability (Daily) Availability (Weekly) Calendar

Include Requested <~ Sun Jul 16 2023 = Overlapping &

7AM 12AM
O———C) 7 8 9 10 1" 12 1 2 & 4 & 6 7 8 9
Sun Jul 16 2023
Mon Jul 17 20... ‘ PERF Reception
Tue Jul 18 2023
Wed Jul 19 2... ‘ PERF Reception ‘

Thu Jul 20 2023

Step 2: View the Event

Once you have located and opened your event, you will see basic event details across
the top of the screen. These details will stay visible on the screen as you navigate to
different sections of the event.

@ PERF Reception 7 Confirmed 2022-ACFDVV Tue Jun 20 2023 5:00 pm - 7:00 pmC'
On: 6/20, 6/21

W Dahod Family
Alumni Center at The
Castle

You will see Event Name, Event State (Tentative, Confirmed, or Cancelled), Event
Reference Number, Dates and Times, and Location(s) reserved. If you don’t see any
locations reserved and the event is not cancelled, that means your request is still
pending and the Scheduler has not assigned a location yet.

Step 3: Details

Scroll down and click on the Details tab. You will now see additional details about your
event.



) PERF Reception 77 Confirmed

Details Qccurrences Calendar Task List

The General section has more information, including Event Type, Organization,
Requestor, Scheduler, and Head Count (attendance). If there was an Event
Description or Confirmation Text, these would also appear in the General section.

Details Occurrences Calendar Task List
General ~
Event Name: PERF Reception
Event Type: Reception
Organization: # Events & Conferences
Requestor: 2 Tocgo, Bianca
Scheduler: < E&CRooms
Head Count: 100 expected
0 registered

In the Event Relationships section, you will see any related events listed. If there are
no related events, this section will be empty.

Event Relationships N

Related Events: @ PERF Graduation Lunch

Unless you are looking at an academic class, the Event Categories section should be
empty. For non-academic events at BU, we do not use Event Categories.

Event Categories ~

In the Custom Attributes section, you will see any services that may be needed for the
event. Inthe Event Form, the Custom Attributes are called Services that you will



order and are optional when completing the Event Form. If you did not add any of
these services when you completed the Event Form, this section will be empty.

Custom Attributes A

Alcohol Yes

AV Equipment beyond Yes
what is preinstalled

AV Technician Support No

Catering Yes

REMINDER: Selecting these services does NOT place an order for them through
25Live. You must sill contact each service provider directly to arrange for services
needed for your event and then submit ISRs and FSRs to pay for those services. By
selecting these services in 25Live, you provide more information about your event
request and help the Scheduler determine if the location you have requested is
appropriate for your event.

You can find more information on campus service providers, including contact
information, here: https://www.bu.edu/reservations/plan/resources-rentals/.

Step 4: Occurrences
On the Occurrences tab, you can see a list of all date occurrences on the event along

with locations reserved, event times, and setup and takedown time (if those have been
added to the event).

Details Occurrences Calendar

Once you click the Occurrences tab, you will see the occurrences.

Event Occurrences
Date Start Time End Time Additional Details A
Tue Jun 20 2023 5:00 pm 7:00 pm Q Dahod Family Alumni Center at The Castle
Wed Jun 21 2023 5:00 pm 7:00 pm g Dahod Family Alumni Center at The Castle


https://www.bu.edu/reservations/plan/resources-rentals/

You can expand each occurrence line by clicking on the down arrow at the end of the
line.

Event Occurrences

Date Start Time End Time Additional Details AN

Tue Jun 20 2023

Start End
‘ 5:00 pm ‘ ‘ 7:00 pm ‘
| il
4 — =
s S N
‘ 2:00 pm ‘ ‘ 9:00 pm ‘
Setup Takedown
Comments: SMIP 86
@ Dahod Family Alumni Center at The Castle
Layout: Reception
Wed Jun 21 2023 5:00 pm 7:00 pm ii Dahod Family Alumni Center at The Castle v

Here on the Event Occurrences tab is where you can see one indication as to whether
a location has been assigned to your event or not. In the example above, the Dahod
Family Alumni Center at The Castle has been assigned to this event because the box
next to the location name is colored blue and the words “is awaiting approval” do not
appear after the location name.

Here is an example of a pending request in which the location has not yet been
assigned:

Event Occurrences

Date Start Time End Time Additional Details A

Wed Jul 05 2023

Start End
‘QBDam‘ ‘1130am‘
., A— ", JS—

¥ PHO 206 is awaiting approval
Layout: Asls

The colored box next to the location name is gray and the words “is awaiting approval”
appear after the location name.



Step 5: Calendar

On the Calendar tab, you can see the event’s occurrences on a visual calendar view.

Details Occurrences Calendar

The calendar will only show the event you are currently in on the dates that it is booked
and will not show any of your other events or any other events booked in the same
location.
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Step 6: More Actions

You can click the More Actions button near the top right of your screen to see a menu
of additional options you can take on your event.

Tue Jun 20 2023 5:00 pm - 7:00 me'
On: 6/20, 6/21

N

More Actions



The most common actions you might need are Copy Event, Related Events, and
Email Event.
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Manage

Bindings Create Task Print Report Email Event Subscribe Collapse

Copy Event  Related Events

For more information on these actions, please see the related guides found at
https://www.bu.edu/reservations/25live/training-materials/.

Step 7: Changes and Cancellations

If after reviewing your event details you need to make changes or cancel the event, you
need to email the Scheduler of the location for assistance. For all locations managed
by BU Events & Conferences, you can email roomres@bu.edu.

To determine the contact email for other Schedulers, go back to the General section
on the Details tab where you will see the Contact Roles for the event. When you
hover over the Scheduler name, a pop-up window will appear and show you the email
address.

General ~

Event Name: PERF Reception

Event ype:
[
E&C Rooms

Organization: ences
Email: »
roomres@bu.edu

Requestor:
Scheduler: ~ E&C Rooms
Head Count: 100 expected

0 registered

For More Information

For more information, additional assistance with using 25Live, or general questions
about event locations, please feel free to contact the Reservations team in BU Events &
Conferences at roomres@bu.edu or 617-353-2932. We are available to assist you
Monday through Friday between the hours of 9 AM and 5 PM.
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