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How to Approve A Space Request (and send an
email to the Requestor within the event)
This will show a Building Manager how to approve a request for space and how to
email the requestor within 25Live.

1 Review your tasks by clicking on "Tasks" in the top red menu bar.



Made with Scribe - https://scribehow.com 2

2 To open an event listed in your task list, click on the event name.

3 Review all the information that was submitted by the Requestor by clicking on the
Details tab and scroll all the way down to read each answer.
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4 If the event request came from a student RSO or CSO it will first be approved by
the Center for Student Involvement before coming to you for location approval.

NOTE: The CSI Approver will add the Cost Center information appropriate for the
requested event.

5 To approve the requested space, navigate to the Task List tab.
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6 You can open the first tier "Event Type and Organization Approvals" to confirm
that CSI Approved this request if it was submitted by a RSO/CSO.

NOTE: For all RSO/CSO requests, your task will remain in Pending status until the
Center for Student Involvement approves or denies the event request.
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7 Here you can see Approved in Green, indicating that the Center for Student
Involvement has approved the event.

Click on Location Assignments and Approvals to access your location
approval/denial task.

8 There are two ways to approve.
Option 1. Click "Assign"
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9 Option 2. Check the box next to the requested room number(s) and then click
"Approve Checked."
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10 This request will now move on to the resource provider for any requested event
resources.

NOTE: If you are responsible for the event resources in your space, you will now
be able to assign/deny the requested resources.

11 The green activity bar shows that this request is now in the Resources Tier.
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12 To email someone regarding this request, you can email them within 25Live by
clicking on More Actions.

NOTE: By emailing the requestor within the event, the correspondence will be
tracked on the event's Audit Trail tab.
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13 Click "Email Event"

14 Check who you want to send the email to.
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15 Add email address(s).

16 Click "Include event details in body of message" if you want it to be included with
your email.
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17 Click "Send" - This email will now be part of the Audit Trail for this event.


