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 System Access 
 

 

25Live Pro is the scheduling 

https://25live.collegenet.com/pro/unco#!/home/dash
https://25live.collegenet.com/pro/unco
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Customize & Utilize the Dashboard 
 

Anytime you want to return to the dashboard after logging into the 25Live Pro system, click on the 
25Live Pro icon shown circled in red here.  The dashboard is also known as the homepage. 

 

 
 
 

Arrange the Home Page to Your Liking 

    
 

Clicking on “Customize Dashboard” allows you to arrange your homepage.  Drag and drop the different 
sections where you want them placed.  You can hide any section you find you don’t need by following the 

directions in the section with the red box around it above.  To exit editing, click the “Done” button. 
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From the Dashboard, 
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You can also go directly to the Search page by clicking on the 
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Designated Technology Descriptions 
 

 
 

25Live has many categories and features that can help make searches more efficient.  Below are the 

different technology designations with descriptions that are built into 25Live features and/or categories: 

 
High Definition Standard 

¶ This is UNC IT's standard classroom build.  This build typically includes a 7" touch-panel that allows for 
control of a projector, screen, and audio system.  These rooms typically have a podium computer, 
breakout HDMI cables, and a document camera. 
 

High Definition Wall Interface 

¶ These rooms include a high definition video system, audio system, and the ability to connect a device via 
HDMI and VGA. 
 

High Definition Conference 

¶ These rooms include a high definition video system, audio system, and the ability to connect a device via 
HDMI.  These rooms may also include wireless connectivity through Air Media. 
 

High Definition Collaborative space 

¶ These rooms are custom built, flexible teaching space rooms.  These rooms typically include multiple 
display outputs that are conducive to alternate class orientations and teaching styles. 
 

Low Definition 

¶ 
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Scheduling Rules-S25 vs NonS25 
 

 

There are two main types of rooms in the 25Live system.  There are S25 rooms, and there are NonS25 rooms.  

The following information will describe the need for each designation and the protocols associated with 

scheduling in each type of space.  

 
S25 
S25 is the basic designation for schedulable academic spaces.  The Departmental Schedulers code all the offered 

courses in the Banner system for each term.  Then during the Room Run, the system will look to place courses 

per that coding.  The courses coded as needing a room will be optimally placed into an S25 location.  S25 spaces 

are open to all scheduling, but the placement of courses always has priority. 

It is the protocol for Fall and Spring terms that meetings or events are not to be placed in an academic space 

until after the first week of class has concluded.  This rule exists because from the time the Room Run happens 

through the first week of classes, scheduling shifts are happening.  If there is even a fraction of an event or 

meeting that is placed in an academic space during the scheduling of the term, the entire class for the semester 

will not be able to push into that room.  That is why this rule is so important and why it is strictly upheld for 

S25 spaces. 

It is also requested that no meeting or event be scheduled in Finals week until the fifth week of classes as the 

Final Exam Room Run occurs during the third week of classes and adjustments are made through the fourth 

week of classes.  

Summer opens to all scheduling (still following the S25 and NonS25 designations) on February 1st each year. 

 
NonS25 
NonS25 is the designation used for spaces in 25Live that are specific to Departments.  The biggest difference 

between a NonS25 and an S25 room is that during the Room Run, the system cannot place a course from Banner 

into a NonS25 room unless specifically assigned to do so by the Departmental Scheduler in the Banner system.  

The reason for a room to be classified as NonS25 in the 25Live system can vary, but the NonS25 designation 

alone alerts all schedulers that special permissions need to be obtained from the Department associated with 

that space before any scheduling occurs.    

Please note that if the NonS25 location is going to be used for courses, the recommendation of waiting until the 

first week of classes to conclude before allowing events and meetings to be scheduled in that room still applies. 

There are different kinds of NonS25 rooms as well.  Clues have been built into the “Location Formal Name” in 

most cases so schedulers can easily and quickly see the room designation.  If encountering a NonS25 without a 

clue built in, always contact the Department associated with that space to see how to proceed. 
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Computer Labs 
 

Computer labs follow the same S25 and NonS25 rules as regular classrooms on campus.  S25 spaces are open to all 

scheduling after the first week of classes has concluded, and open in Finals Week after the fourth week of classes has 

concluded.  Summer term is the exception to these rules, in that it opens to all scheduling on February 1st each year.  

NonS25 spaces are governed by the Departments.  Any reservations in these spaces must be approved by the Department 

associated with that space. The type of NonS25 room clues schedulers to how the room is scheduled.   

Did you know that students and instructors can now access almost all UNC software from ANY computer?  Apporto is an application that 

allows the use of remote lab technologies and can be loaded on virtually any computer, on or off campus.  Why is this important to 

schedulers?  Because it may no longer be necessary to put a class in a specific space just to utilize a designated software. 

How does Apporto work? 

1) Visit this link: https://unco.apporto.com 
2) Instructors will log-in with their regular unco.edu credentials, and students will sign in with their bears.unco.edu credentials  
3) Click on the “Launch” button under the “Virtual Desktop”  
4) From the virtual desktop, find the software needed and double click that icon to activate the chosen program. 
5) When finished, remember to save all work and close the software.  Then exit the session by using the window icon on the 

bottom of the Apporto desktop screen. 
 
Visit this link to find out what software can be accessed using Apporto, and for other useful information about Apporto: 
https://www.unco.edu/information-management-technology/teaching-learning/apporto.aspx  

 
S25 Classroom Computer Labs 
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/information-management-technology/teaching-learning/apporto.aspx
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NonS25-Dedicated Computer Labs 

Not available for general campus scheduling; College or Program determines schedule:  
• ARTS 0128 (4 Capacity, Printer Room for Digital Dark Room- Dedicated to PVA Photography) 
• ARTS 0129 (3 Capacity, Faculty Office for Digital Dark Room- Dedicated to PVA Photography) 
• ARTS 0132 (20 Capacity, Individual- Dedicated to PVA Photography) 
• CAND 2110 (25 Capacity, Individual- Dedicated to HSS GIS) 
• CAND 2140 (25 Capacity, 10 Individual computers- Dedicated to HSS SOC Research Lab) 
• FRAS 0011 (25 Capacity, MAC Computers/Design Lab- Dedicated to PVA STAD) 
• FRAS 0083 (30 Capacity, MAC Computers/Synthesis Lab with Piano Keyboards- Dedicated to PVA Music) 
• FRAS 0085 (16 Capacity, Keyboard Lab with Headphones, Upright Piano- Dedicated to PVA Music) 
• FRAS 0161 (20 Capacity, 12 Mac Computers -Dedicated to PVA STAD) 
• GUGG 0105 (21 Capacity, MAC Computers/Graphic Art Computer Lab- Dedicated to PVA ART, Restricted for NSO) 
• GUGG 0106 (22 Capacity, MAC Computers/Graphic Art Computer Lab- 

mailto:event.services@unco.edu
/events/
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Course Scheduling Process 

 

The following information will help schedulers navigate general processes, procedures, and timelines pertaining to 
the 
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Creating Reservations-The Event Form 
 

All courses originate in the Banner System.  25Live Pro then pulls the courses into the calendars through a 
process called the Room Run.  After the Room Run, any courses not placed will be manually assigned to a 
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Fill out the “Expected Head Count” field, and then move on to 
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Choose the appropriate repeating “pattern picker” and then fill out the associated fields: 

 

Ad Hoc:      Daily: 

 

 

 

 

 

 

 

 

Weekly:       Monthly: 

 

TIP: It’s always best to pick a “Repeats through” date instead of using the “Ends after (x) iterations.  Please try 

to keep reservations within the current semester, and never to exceed the following semester.  (NonS25 spaces 

have some exceptions to that general rule).      

In this more specific example, the event is going to meet every Friday for three weeks.  We could pick the Ad 

Hoc option and choose the three Fridays, or we can choose the Weekly Repeats as this example shows.  Pick the 

day(s) of the week the event is to occur, and then plug in an end date in the “repeats through” field. 
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If you want to reserve a specific location, type it into the “Search Locations” field.  Keep in mind that the 
academic spaces are in the system with four letters for the building followed by a space and then four numbers 

for the room.  You can search by only the building if you wish.  
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 CAND 0025 has now been chosen for all three 
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After clicking on “View Occurrences”, an editing window will display.  Take the checkmarks out of the 
“Includ鈀攠



23 | P a g e  
 

Just a quick side note:  Had the location search require
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Of course, just as in the previous example, by clicking on the “Reserve” button of the available room, that selected 

room would show below the “Locations Search” box in a new box, and you would be able to move on in the Event 

Form to assign necessary resources. 

Important TIP: All locations are coded with either an S25 or NonS25 designation.  S25 locations are primarily for 

academic use and can only be reserved for meetings or events after the first week of classes have concluded.  NonS25 

spaces are Department specific, so need
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All schedulers should add any pertinent comments to this next section.  Please remember 
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TIP: As mentioned earlier, if you have selected a Non-S25 “Restricted” room for your event, your reservation will show as “is 

awaiting approval” until it is assigned to the room by the Departmental Approver.  When approved, the “is awaiting approval” 

disappears and the room remains.  If the request is denied, the room will disappear from the reservation, and you will need to 

choose another location for your event.  The Departmental Approver should reach out to you if they deny your request.  The 

scheduler that entered the reservation is responsibility for making sure the event is roomed after approval or for finding
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Express Scheduling 
 

 

Express Scheduling is a feature in 25Live that allows for quick entry of one-time reservations into specific 

NonS25 spaces (mostly departmental conference rooms).  Using Express Scheduling bypasses all 

established rules and allows the scheduler to provide minimal information to schedule an event into a 

designated room calendar.  Most Express Scheduling is limited to a maximum eight-hour window. 

Express Scheduling is only accessible to authorized scheduling groups.  If Express Scheduling is active for 

your security group, the Express Scheduling section can be found on the Dashboard (usually in the middle 

of the page). 

 

 

Simply fill out the form with the day the event is to take place along with the start time and the end 

time.  Provide a title in the Event Name field that clearly describes what event will be in the space. 

Avoid non-descript event names like “Team Meeting”.  Please be specific like “ASLS Team Meeting”.  

Then use the drop down under Express Locations to choose a room. 

You should only be seeing rooms that are available for your department to use.  If the room is 

available, it will appear in the drop-down list for you to choose.  If the room is not available for the 

day/time of your reservation, it will not even appear as an option to select. Use the scroll bar to see 

all the selections available.  Click on the room you are selecting.   
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After 
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Edit the Reservation 
After finding the event you want to edit, the system opens an information page like the one below.  Click on the 

name of the reservation to get the details page to open. 

 

From the Details or Occurrences page, you can get back into the Event Form to make edits to the reservation by 

clicking on the “Edit Event” icon. 

 

 

Not all changes have to be made in the Event Form though.  Editing can happen from the details page as well.  

Anything with a drop-down arrow or the pencil icon can be edited in this screen.  

 

 

Reservation Occurrence Editing Outside the Event Form 
As an alternative to going back into the Event Form, meeting patterns can be edited by using the “Schedule” tab 

on the event information page.  For example, you can change a single occurrence in a reoccurring reservation by 

using drag and drop editing.  (We do not use this method often, but it is an option). 
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Editing to Cancel a Reservation 
As you are noticing, there are many ways to navigate 25Live Pro.  The different options take 

you to the same screens or entering changes in the system through different tabs generate 

the same results.  That is no different for editing or cancelling an event. 

The most common way to edit or cancel a reservation is to click on “Edit Event”.  That puts 

you back into the Event Form.  To cancel an event, scroll to the “Event State” section toward 

the bottom of the form, or you can click on the blue “Event State” link on the left side of the 

page to be taken directly to that section in the form where you will choose “Cancelled” and 

then “Save”. 

TIP: From the Information box located on the top left corner of each Event Form, you can click on any 

line at any time
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After reviewing all the occurrences, you 

are ready to go back to the tasks page to 

“Approve”, “Assign”, or “Deny” the 

event.  To get back to the Tasks page, you 

can of course hit the Tasks icon on the 

main page header, or you can select “Go 

to Searches” right under the main bar.   

Now back in the tasks page, you can select “Approve”, “Assign” or “Deny”.  The options depend on the way the 

security of the room was set up in the system.  After making a selection, refresh to update the page. 

 

Please remember that this is a monitoring system and by selecting Approve or Deny that you are just 
removing or clearing the request from your Overdue or Outstanding task list.  Those reservations that you 
have “Approved” or “Denied” can now be found in one of the other drop-down folders such as Flagged, 
Completed, Assigned by You, or Today’s Agenda.  You are not actually sending anything out that Approves 
or Denies the event.  IF further communication is needed with the requestor, you must do that through your 
UNC email or by phone.   
 
“Assigning” a room is different than “Approving” a room.  If you have “Assign “permissions for a 
restricted space, you are essentially assigning or putting the entered event into the restricted room.  This is 
the only task type that has an actual impact on scheduling a space.  When a scheduler enters a reservation 
into a restricted space, their Occurrences tab will show that the room is “awaiting approval”.  If the 
Approver of the location chooses “
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Blackouts 

 

 

Blackouts are entered into the 25Live Pro system anytime a space is going to be off-line or not schedulable.  
Blackouts can be entered into the system at the event level by the Scheduler, or at the master level by the 
Functional Administrator. 
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Academic Scheduling Resources 
  

Please Direct any 25Live questions to: 25LiveHelp@unco.edu  

 
Scheduling courses can be an intricate process.  Please utilize th

mailto:25LiveHelp@unco.edu
http://www.unco.edu/registrar
mailto:registrar@unco.edu
mailto:shonna.ulibarri@unco.edu
mailto:carri.bloomer@unco.edu
mailto:kati.guerrero@unco.edu
mailto:kim.betz@unco.edu
mailto:graduation@unco.edu
mailto:transfereval@unco.edu
mailto:sco.va@unco.edu
mailto:25LiveHelp@unco.edu
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