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All internal room requests are submitted through 25Live. All City Colleges of Chicago [CCC] employees 
will have access to 25Live by using their CCC credentials. 

 
1 Open City Colleges of Chicago webpage 

at ccc.edu. 
 
Click on Event/Room Scheduling under 
Faculty & Staff directory. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
2 Choose the Campus where the event is 

to take place from this landing page: 
 
https://www.ccc.edu/departments/Pag
es/Schedule_Events_and_Rooms.aspx  

 
3 Click on Sign In. 

 
Use your CCC credentials to sign in. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 

 

4 The following Navigation Bar will populate 
on the upper right of the screen so you can 
request a room for your event. 

• Click on Event Form. 
 
 

 
 

 

 

https://www.ccc.edu/Pages/default.aspx
https://www.ccc.edu/departments/Pages/Schedule_Events_and_Rooms.aspx
https://www.ccc.edu/departments/Pages/Schedule_Events_and_Rooms.aspx
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5a Answer all required fields in the blank 
Event Request Form. 

• Enter the Name of your Event. 
• Search of your 

Department/Organization. 
• Create Organization only if it is not 

in the Search* 
• Enter Event Type using the 

dropdown. 
 

 
 
 
 
 
 
 
 
 
 
 

 

 
5b Enter your Department/Organization 

information and click on Create. 
 
This should not be necessary because all 
academic and non-academic departments 
have been created. If you do not see your 
department, email room-event-
scheduling@ccc.edu to add the 
department in the system. 

 
6 Enter the Per Room Attendance. If your 

event requires different rooms, enter the 
capacity of the smallest room required.  

 

7 Enter the Total Attendance for Event. This 
can be the same number as entered for the 
Per Room Attendance. 

 

mailto:room-event-scheduling@ccc.edu
mailto:room-event-scheduling@ccc.edu
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8 Enter, in great detail, everything about the 
Event in Event Description. This will give 
Facilities, IT and Campus Security the 
necessary decision of what is required at 
the event. 

 

9 Click on the date to activate a calendar.  
• Choose the date. 
• Enter Start Time. 
• Enter End time. 

 
10 If your event repeats, click on Repeating 

Pattern. 

 
11 Choose the appropriate pattern and click 

Select Pattern. Complete the pattern 
prompts. 
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12 Click on the Search Filters and choose the 
appropriate filters.  
 
Suggestion is to choose your college and 
room type in the Categories option. Click 
on Matching All to focus on locations at 
that one campus 
 
Or use your pre-Saved Search option. 
 
Click Search.  

13 Click on the Location hyperlink to review 
the location features of the space. 

 

14 Review the Comments, Default Instructions 
and Features of the room to determine 
what additional equipment and furniture is 
required for the event. 

 
15 Click the browser’s Back Button to return 

to  the Event Form 

 

16 Click on Request for the room[s] for your 
event. 
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17 Click on the Resource hyperlink to learn 
about the specific item before requesting. 
The Resources include personnel; furniture 
and IT/AV items not found in the space 
requested. 

 

18 Review the Comments of the Resource to 
determine if it’s required for the event. 

 

14 Click on Request for the resource[s] 
required for the event. Also enter the 
quantity of each Resource before clicking 
on Request. 

 

15 Check I agree to complete the form 

 
16 Choose the option to follow clicking save. 

 
17 Click Save. 

 
An automatic email will be sent to your CCC 
email regarding the request. 

 

 END OF PROCESS. 

 


