
How to Check Location Availability for One Space for One 

Week 

1. After logging into 25Live, click on the “Locations” tab. 

 

2. On the “Search for Locations” tab, find your space (by keyword and/or by selecting 

more search options).  Hit “Go”. 

 
 

 

 

 

 

 

 

 

 



 

 

3. Select the name of the space you want to view availability for from the list. 

 

 
 

4. Click on the “Availability (Daily)” tab for that space.  This will show you a one week 

availability view for that space.  Green boxes with text mean something is occurring in 

that space.  White space means the location is available. 

 

 

 

 

 



 

5. You can adjust the dates through the date picker option. 

 

6. You can also exclude Saturday and Sunday from your Availability Grid View by clicking 

on the “Weekdays” option. Uncheck Saturday and Sunday and hit “Done”. 

 

The result should look like this. Please note that it will default all your settings once you 

changed them. 

 


