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Editing an Event Request

1. After logging into 25Live, a “Your Events” box will appear in the middle of the screen.
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2. Click either “Events in which you are the Requestor” or “Events in whichyou are the

v~ Title

and s
Conference

Facllities Planning
eduling

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

Reference

2019-ABWTAK

2019-ABWMAT

4.

QOrganizations

FACILITIES PLANNING
AND SCHEDULING

3. Click the desired Event Name.

Type Catsgories

Conference

Mesting

Your Role

Requestor

Requsstor

[ZUOTCR LY All Dates

Start Date Start Time Creation Date

Wed Feb 13 2019 1:00 pm Wed Feb 13 2019 3:37
pm
Fri Jan 25 2019 10-00 am Wed Jan 23 2019

10:41am

Under the Details tab, click “More Actions” located on theright.
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Choose Columns

Tentative

Demo User

Locations

General

Event Name:
Event Title:
Event Type:
Organization:
Scheduler:

Requestor:

Head Count:

Internal Notes:

Event Relationships

FPS Conference
nning and

Calengar Audit Trail
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Facilities Planning and Scheduling C
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Enter Comments Here

Tentative

2079-ABWTAK

Event Categories

Custom Attributes
Contact Emall
Address
Contact Name
Contact Phone

Number

Event Info

Event Owner:
Creation Date:
Reference:
Cabinet:

Foider:

Wed Feb 132019 1:00 pm - 2:00 pm

Tentative

Jeveryman@mall.wvu.edu

John Everyman

304-555-5555

2 Demo User
32015
2019-ABWTAK
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5. Under “More Actions,” select “Edit Event”

Tentative & Maore Actions vl A

Add to Favorites

_h B Edit Event

] Copy Event

] Create 'To Do’ Task

7 Email Event Details

(i+ Send this Event to the 25Live Publisher

= Print a Report for this Event v

E) Subscribe to this Event

6. Proceed through the Event Creation and Editing tab and make all necessary changes. If
the dates or times are changed, you must resubmit a request for any locationor
resources associated with the event.

7. Save the event.



