
Canceling an Event Request 

1. After logging into 25Live, a “Your Events” box will appear in the middle of the screen. 

 

2. Click either “Events in which you are the Requestor” or “Events in which you are the 

Scheduler” (only click this if you have room scheduling responsibilities). 

 

3. Click the desired Event Name. 

 

 

4. Under the Details tab, click “Event State” located on the right. 



 

5. Switch Event State to cancel and you will receive a warning – This change will release 

any location and/or resource assignments or requests.  Please click “ok” if you want to 

move forward with canceling the event. 

 

 

6. Your event is now canceled and updated in 25Live. 



 


