RIVERSIDE

Office of the Registra

How to Search for & Reserve a
General Assignment (GA) Classroom

A 25Live Training Guide for Faculty & Staff

Learn how to use the 25Live system to request
GA classroom space for weekday or weekend
Academic and Non-Academic events.
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Critical Policy & Access Rules

Before submitting a GA classroom space request, you must review and agree to the
following campus regulations:

« Strict Food Policy: Catering or food of any kind is prohibited in General Assignment
(GA) classrooms. If your event requires refreshments, contact
Hubscheduling@ucr.edu to find an appropriate space for your event.

« Room Restorations: You may rearrange tables and chairs, but the room must be
returned to its standard format before your reservation time expires.

e Lock/Unlock Procedures: Building access changes dramatically on weekends:

o Weekdays: General Assignment Classrooms are open Monday through Friday 7:00
a.m. - 10:00 p.m. Rooms are unlocked. If classroom is locked between 7:00 a.m.
and 4:30 p.m., call Facilities Services at (951) 827-4677. Please follow up with the
Scheduling Team.

o Weekends: Campus buildings without approved events are locked. If you have a
confirmed weekend reservation and encounter a locked door, call UCPD Non-
Emergency Dispatch at (951) 827-5222 for a “policy unlock.” Have your 25Live
confirmation document ready.

e Support: No on-site ITS/Registrar support is available on weekends.

e See Campus Event Scheduling: Weekday & Weekend Classroom Guidelines for
information on weekend availabillity and rules.



https://registrar.ucr.edu/general-assignment-classroom-scheduling-guidelines

Accessing the 25Live System

1.Navigate to its.ucr.edu/reserve
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UCR said "goodbye® 10 the Highlander Schedu System, also referred Note that you will be prompted to enter your UCR NetiD and password,

2
lune 17, 2025, 25Live is the

to as the Event Management System (EMS),
campus’ néw and improved seheduling and $pace management system! LOG INTE 25LIVE

When visiting reserveucredy, you will be temporarily redirected o this

page where you can learn more about the change and log into the new Learn About UCR's Implementation of
25Live system. 25Live

Visit the praject page to learn more about this change, including when
you can expect additional campus spaces to be added 1o the system.

75Live launched on July 1, 2025, and now, students, Faculty, and staff are
able to view and reserve available spaces managed by select groups on

campus. Training resources will be posted an the webpage as soon as they ane

available
Additional campus spaces are scheduled to be onboarded te 25Live, View

thie project timeline to learm more, LEARN ABOUT Z5LIVE

2.Click Long Into 25Live and authenticate using your UCR NetID and password.
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Step 1 - Option 1

| know WHEN my event should take place — help me find a location

If you know when your event is and want to explore the rooms avaialble on that date for
the capacity you need, start here:

1.From the homepage dashboard, click either the Create an Event button or the top
navigation Event Form button to launch the Event Wizard.

h/ Create an Event OR 25Live | Event Form :| Tasks

2.Proceed to page 6



Step 1 - Option 2

| know WHERE my event should take place — help me choose a time

If you want to look up availability for a specific room, start here:

1.Type your desired room identified into the Search Location box and click Search.

‘ i@ Search Locations

2.Review the resulting list:
a.Click the green Reserve button next to an open room to select it.

Reset

Add Name — | Title —  Default —  Availabdlity Conflict Buikding
Capacity Details
m MSE 104 Malerials 293 11 None MAT SCI
Science and ENGR
Enginee&ting
104
Return to Top

b. If a room says Unavailable, click Conflict Details to inspect the scheduling

overlap.
Reset
Add Name  — Tie — Defat  — Availabilty  Confict Buiiding a Note: Once the room
Cap\acﬂ'g Details . .
is selected, it can be
Unavalable MNTH 1002 CHASS 80 o1 Conflict Detals CHASS INTN
INTERDISCIP removed from the
LINARY .
BLDG-N 1002 event usmg the

Remove button
W SKYE 170 Skye Hall 170 Capacity: 40
Date Time Shared Layout Instuctions - Attendance Commeents: Add any
specific setup notes or

Sat Apr 11 10:00 am Classroo ¥ .
2026 1100 am ﬁ COA info.
Prewvigw
Remave ew O &

3.Click Save at the bottom of the Event Wizard to submit your request. Make a note of
your unique Reference Number.



Step 2: Completing the Event Description Form

Event Descriptions

A. Event Name (required):
» This short name will display on your official event confirmation documents. There is a
40 character limit.

B. Event Title:

o Use this field to provide richer details or full titles visible inside 25Live. No character
limit.

C. Event Type (required):
e Choose the closest matching category. If no category fits your parameters, select
Event - General.

D. Primary Organization:
e Select the specific campus department or organization hosting and backing the event
from the dropdown menu.

Add Mew  Unfitled X

Event Name Event Name - Requreo @
Event Title @
Event Type - Requirea @

Selact from Types -
Event Slale Primary Organization - Required @
osi-Save

Search organizalions Remose

Creale Organization



Step 3: Define Date, Time, & Attendance

1.Core Timeline & Headcount

A. Expected Head Count: Enter your estimated attendance. The system uses this
number to automatically filter out rooms that cannot safely accommodate your group.

B. Date and Time: Input the actual start and end times of your event for public
calendar accuracy.

Event Name Expected Head Count @
Event Title

Event Type

Primary Organization Date and Time - Required
Expected Head Count Fri May 29 2026

Date and Time

Locations

Instructor el

Notes To

Event State 900 am

Post-Save

+| This begins and ends on the same day

Duration:
1 Hour



Step 3 Continued

2.Repeating Patterns (if applicable)
If you event occurs across multiple days, click the Repeating Pattern button to open
the Pattern Picker and choose your framework:

 Ad Hoc: For irregular, non-fixed dates (e.g., an event on April 1, 7, and 16.

o Daily: For events repeating consecutive days through a specific end date (e.g.,
repeats every day from April 1-3).

o Weekly: For events following a weekly cadence (e.g., every Monday and
Wednesday).

« Monthly: For events repeating on a specific day of the month (e.g., repeats every
5" day from the start of the month).

. Click onthe calendar below to add dates or click the Repeating Pattern button fo select a date pattern.
event MHaune

Cvent Titke Repeating Pattem

Event Type

Primary Crganization

Expected Head Count L2 4 May 2025 o
Diate and Tene 2 u T W T r g
Locations
ABOAT 28 29 3D M 02
Instrucior
Notes 03 04 | 0bh 08 OF o8 v
Cvent State 10 11 12 13 14 15 1§
Post Rave 17 18 (19 20 21 2% 23
L D T < B S E 0
om0 03 04 05 06

Manaye Docurrences

Pattern Picker

Chionss how you would ke s 1o repeat | Does Nat Hepeat =

M hioc

Draily
Wimekly
Blonthly




Step 4: Searching and Requesting a Location

Scroll to the Locations search block to secure your classroom space.

Locations
Locations Search ~
Auto-Load Starred Mo Yes
| Hide Conflicis Hide Request Conflicts v Enforce Headcount

Search Filters -

Saved Searches {oplional) ~ N Search Locations ><
B e
| o I

w Pro Tip! Managing Search Toggles

« Hide Conflicts (Checked): Displays only rooms completely vacant during

your target time. Uncheck this ifyou want to see which group currently has a
room reserved.

 Enforce Headcount (Checked): Displays only rooms matching or exceeding
your target capacity. Uncheck this to view smaller alternative spaces if you
are flexible on seating.




Post-Submission: What to Expect Next

« Initial Status: Upon clicking Save, your event status sits as a pending reservation
draft.

« Review Window: The Registrar Scheduling Team will review your request and process
a response within 2-3 business days. The system sends an auto-generated email upon
acceptance of your request. An email with your confirmation will also be sent upon
approval.

« Modifications: Once the reservation is approved, it locks. Any subsequent edits or
cancellations must be emailed directly to the Scheduling Team for manual
adjustments.

Example Email Notice:

Request Received: teset beginning on Tue Jun 16 2026 Ref # 2@ @
2026-ACFDGT Inbox

® noreply@collegenset.ucr.edu 12:53PM (12 minutes aga) o

PR T
St gurg -

Hello

Your requast has been received and will be processed in 2-3 business days. You may view the siatus of your event at:
nilps (250ve collegensl comiprofucr2Uhomealevent/d2 7450 el ails

Thanks,
Office of the Registrar



Additional Search Options

If you want to search for availability of a specific location, use the “Go to Search”
function (seen below).

[~ 25Live  [£EventForm  [=] Tasks

| Q1 Go to Search | Recently Viewed v | (®Hep

The location search will only locate rooms that you enter. Example:

Seoeniy Viewed
Select Object g Localions w Saved Searches (oplianal) -
Quick Sxxarch Acvanced

SEC 229
f_::1-|'|. Tps ofesa Aldsenlty b Skl

x| ®

Sagrch has not been saved

Creale Mew Location | Resst | Export Hesults | Save as m

Cat=gones + Feahures. = Layouls = Capaciy Buldings +
bebween and
Calendar  Awalablity  Availabilty Weekly Seieat Golum | e @I
1 Maiching Location
Neme - FormalMams — — Cabegorkes Features Layouts Mae Dol
’ Capacly — Capacly
o Studem Success GE - Gereral Assigrment, Camera - Documen, Carmera - Zoam, Microphone - Wireksss (Catchbax), Microphone .
EEE ol i al Sns ; simiies andhekd Wi Wk 1] el 3 i Cami Clagzrom - 0 Bl
- Corted (Laspe Liclre  Insnuckional Space, NEW: Prase 2 wiinpiess (Handheld) Migophone - Winthiss (LapelLavaier), Phoms - Campis, Fined Seating 404 4 SUCCESS
- Hall} 229 REG Contrded Lecaton Fodiim - Standing Prejeclor - Dual, Sound Syalem
-

Use the “List,” “Calendar,” “Availability,” or “Availability Weekly” options to view the
availability of your desired location.



Potential Event Fees & Overhead Costs

While GA classrooms do not charge a rental fee during standard operating hours, your
department may incur external operating fees.

« Facilities Access Control Fees: Events requested outside standard operating hours
that require custom auto-lock/unlock schedules require a Facilities Services Skilled
Trades Staff member ($119.19/hour standard; $178.78/hour overtime).

o Post-Event Clean Up Fees: There may be fees incurred for cleanup. A Facilities
Services Work Order is required. Click here to create a ticket for your event once you
receive your confirmation. Contact Facilities Services for exact fees.

« Media Tech Support: Standard AV support is unavailable on weekends. If your
weekday event requires classroom technology setup or training, submit a timely
ticket with Multimedia Services and Support.



https://ucr.famis360.com/mvc/sso/saml2/initiateauthnrequest?forceAuthn=true
https://ucr.famis360.com/mvc/sso/saml2/initiateauthnrequest?forceAuthn=true
https://ucrsupport.service-now.com/ucr_portal?id=sc_cat_item&sys_id=627215581bbe7090e4b40dc2cd4bcb2a
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