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Guide to Requesting a Room in 25Live/RES 
 
 

1. Go to http://res.northwestern.edu and log in to 25Live with your NetID and Password. 
 

 
 
2. Click either the link at the top labelled “Event Form” or the “Create an Event” button. This will 

take you to the Event Request Form.  

 
 
 

 
3. Complete the following required fields: 
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a. Event Name – Enter “Voice Lesson Practice – (Instructor’s Name)” 
b. Event Title – if additional information is required 
c. Event Type – Enter “Rehearsal – Student”  
d. Sponsoring Organization – Enter “Theatre Department”  
e. Expected Head Count – 1  
f. Event Description – if additional information is required 
g. Date & Time – Event date and time 
h. Location – Search WTZ in the search box. 
 

 

 
Select the appropriate room and click  
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4. Enter any additional contacts or notes and click Save.  
 

5. Wirtz personnel will review request and confirm via email.   
 
 
 
** ALTERNATE START POINT: Shows a birds-eye view of the calendar when searching for general 
availability; best used when a specific room is needed and the time is more flexible.   
 

1. After signing in, look at the quick searches on the homepage and search the WTZ tag in the 
Search Locations Box.  

 
 
 
2. Searching the WTZ tag in the Quick Search box will provide a list of the locations with this tag. 

Toggle to the Availability view. 
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3. 
Toggle the calendar to select the date and see the availability of each room, including its regular 
hours and when it is booked. To select a time for a reservation, hover over a half-hour slot and 
select the pencil and paper icon that appears. 

 
 

4. The standard event form will appear with the location and start time pre-populated with a half 
hour reservation that can be extended to the full hour if desired. 
 

5. Fill out the event form as usual. 
 

6. Wirtz personnel will review request and confirm via email.   
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