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25Live and Facility Request Form 
 

This documentation will walk you through how the Facility Request Form works and how 

to put a reservation in 25Live. 25Live is the scheduling system we use for all events on 

campus.  

 

How to find the Facility Request Form 

 

1. Start by going to www.highpoint.edu/concierge 

2. Then expand Additional Resources under the dropdown menu at the top left of 

the page and click the University and External Event Requests option.  

 

 

 
 

3. Now click Request a Facility 

 

 

 

http://www.highpoint.edu/
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4. Proceed to fill out the On-Campus Facility Request form. Then click submit. 

 

 
 

 

How to Put a request in 25Live 
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1. Now go to myreservation.highpoint.edu, this takes you to 25Live.  

a. Log in with your personal HPU Credentials. 

b. *Note – If this is your first time logging into 25Live you will need a Campus 

Concierge staff member to assign the correct Faculty/Staff permissions in 

order to view everything you should have access to. Please email 

concierge@highpoint.edu for assistance.  

 

2. Click Create an Event to start a reservation. 

 

 

 
 

 

3. Enter event information into the form in 25Live. 

 

mailto:concierge@highpoint.edu
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4. To add setup and breakdown time, click on additional time. Enter in the event 

start and end time, as well as factoring in any set up time/break down time. 

Often an event will start at a certain time, but the person wants the room 

available beforehand for set up. 

 

 

5. Now pick a location for the event and search it for availability.  

a. Reference the Building Abbreviations document as needed. 
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i. The example on the left shows what it looks like if all dates are not 

available.  

ii. The example on the right shows what it looks like if all date are 

available. 

 

 

6. Select whether your event will include any off-campus or external guests.  

 

 
 

7. Click save to finish creating the reservation. 

 

8. *Note - On the main page of 25Live, you can search for events that have already 

been created and approved, or for the availability of a space.  
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