
Create Events in 25Live with 
the Event Form

To get started, visit www.mvc.edu/25live
and log in with your credentials.

http://www.mvc.edu/25live


Create Events with the Event Form



Enter Basic Information



Enter Attendance Information and Event Description



Enter the Date and 
Time Information 
for Event

including any 
needed setup and 
takedown time



For recurring events, choose a
repeating pattern and date



Select the location for your event

Location searches use the 
building acronym, an 
asterisk, and room if needed. 
Else, search for all available 
rooms with just the building 
acronym and an asterisk.

Example: SAS*303 or SAS*



Select Resources

This includes any chairs, 
tables, or other facilities-
owned equipment that 
must be moved and/or 
set up in the room.

Technology requests are 
filed through Helpdesk.



Add Internal Notes and Save Event for 
Facilities Approval

Internal notes are optional 
for your use.

Events are tentative until 
approved. Emails are sent 
for creation/tentative status, 
and for confirmation/ 
approval. 



Wrap-Up

• Your event must be confirmed before the space can be used.

• Edits to events can only be done by the MVC Super User.

• Direct questions about reservations and using 25Live to Renita Batiste. 

• Please request cancellations should event date change.

• For technical assistance, contact Helpdesk.

• Find an event planning guide online:
https://mvc.edu/admin/services/event-planning.php

https://mvc.edu/admin/services/event-planning.php
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