Log in to 25 Live: https://25live.collegenet.com/stanford/#home_my25live[0]
Click the Event Wizard tab: 
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Enter Event Name, Event Type and Primary Organization for this Event
· Information is irrelevant for checking availability but fields must be entered 
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Click Next
Enter appropriate head count
[image: ]
Click Next
Click Yes for repeating events 
Enter first class time
Click No for Additional Time questions
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Click Next 
Click Weekly Repeats
Select class schedule
Click Repeats through and enter date of last class for the quarter
[image: ]
Click Next
Click Advanced Search…
Select Registrar Scheduled from the Categories drop down
Adjust Capacity scale
Click Search
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Available rooms will remain 
[bookmark: _GoBack]Enter preference in CPS CLSS – requests are not submitted through 25 Live
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‘ Find and select EVENT LOCATIONS.

¥ Your Starred Locations.

# Search by Location Name.

Saved Searches...

Advanced Search.
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In case of LOCK OUT, call (650)723-2281.
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) Your Upcoming Events
“You are not associated with any upcoming events.
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Tell us WHEN this event takes place. @ ® H D@

‘Selactthe cetes/times for the initial event in th repeating series. Event Durston

‘Subsaquent occurrence dates wil be ntered on the next page. AT
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