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Things have changed! Now the event you’ve scheduled into a location that you 
manage needs to be edited to reflect those changes. This guide covers how to make edits to 
Cancel your entire event, Cancel one or more reservation occurrences of a repeating event, Add 
Occurrences, swap or remove Locations, and how to Delete your entire event. This guide 
addresses making these changes using 25Live Scheduling, the mobile version of 25Live: 
https://25live.collegenet.com/uidaho/scheduling.html  Don’t forget to update any related 
Outlook meeting notices so that they reflect changes made to your meeting in 25Live and 
invited attendees remain informed. 
 

Your 25Live screens may appear different than the images shown below. 
 

Action Result 
Cancel the Event The Location is removed from the Event, all reservation 

occurrences are removed from the Event. The event 
displays as Cancelled in 25Live. It can be ignored or 
edited to become a new event. 

Cancel one or more 
Reservation occurrences 
within the Event (Remove 
Dates) 

The Location is removed from the reservation occurrence, the 
reservation shows as Cancelled while the other reservation 
occurrences remain active. 

Add one or more Reservation 
occurrences to the Event 
(Add Dates) 

When new dates are added you'll need to remember to 
assign a Location to them. 

Change Locations Add more than one Location to a reservation if needed 
(multiple rooms can be assigned) or remove a Location to add 
a different Location. 

Change the Event Time All reservations update to the new time. Existing Location 
assignments are removed. The Location may not be available 
for the new time. 

Delete the Event 
 
 
 

The Event will be removed from the 25Live database, the 
Locations will be released from the reservation(s) and the 
event will not be able to be recovered. Be certain you want to 
delete before doing so. 

 

First, locate your event for editing. From the Mobile Scheduling Home page, select the Event 
Search menu > Select Existing Search > Events in which you are the Scheduler. 
 

Another option for locating events is to 
Enter an Event Name into the Find Events by 
Name box. If more than one event shares 
that name a list of events will be returned, 
possibly including events created by other 
schedulers. 
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The results will be a list of your events. By default the list contains upcoming events. 
 

Upcoming events are 
displayed here. Use the 
pull-down menu to 
select Past Events or All 
Events. 
 
Select the Edit button to 
edit the event. 
 
Select the Location link 
to view room details. 
 

When the event opens for editing, scroll through the form to locate the fields you would like 
to change. To Cancel the Event: 
 

 
To cancel the entire event, 
scroll to the bottom of the 
scheduling form. This action is 
taken when the event just 
isn’t going to happen. 
Otherwise, the event can be 
updated to reflect changes. 
 
In this example the Event 
State is Confirmed. To Cancel 
the Event, Select Cancelled.  
You will be asked to confirm 
your actions.  
 
Save your changes. This will 
remove all reservations and 
rooms from your event and 
show the event as cancelled 
on your event calendar. 
 

 
If you want to re-use a cancelled event, you can choose to Edit it and change the Event State 
from Cancelled to Tentative or Confirmed, rename it, add a new time and dates, add a new 
location, and then Save it as a new Event. 
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To Remove or Add dates to an existing Event, locate your event and select Edit. Scroll down 
to Event Repeats > Occurrence List.  

 
To Remove an occurrence date 
 
Use the pull-down menu to Cancel the 
reservation on the desired date. 
 
Save changes! 

 
To Add occurrence dates 
 
This meeting already repeats 
weekly. To add additional dates, 
select the Calendar icon under 
Repeats through and choose a 
new end date. 
 
Be certain to assign a location to 
the new dates. 
 
Save changes! 

 
 

To Add new occurrences of the event to start the event earlier, go to Event Start: 
Select the calendar icon and choose a new 
Event Start date. You’ll be asked how you 
want the new occurrences mapped. Select 
either Date by Date or One by One. 
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After adding new reservation occurrence dates to your event, check to ensure that your 
Location is available for the new dates. Go to Event Locations and open All Occurrences to 
check for any Conflicts. 

This action added 2 new event 
occurrences to the beginning of the 
event and also REMOVED the last 2 
original occurrences. This option shifts 
your event in time. 
 
This event had begun on February 15th 
and ended on May 10th. Now it begins 
on February 1st and ends on April 26th. 
 
Ensure that your edited event runs 
through the appropriate end date. You 
may need to re-select your end date so 
that your event includes the proper 
number of occurrences. 
 
The new dates added to the event mapped 
to the desired location and there are No 
Conflicts. 
 
When you have completed your edits, 
Save your changes! 
 

 
 

Change the Event Time by clicking into the field and updating it. New time is one hour ahead: 
If the event 
time is 
changed the 
Event Location 
Assignments 
are removed. 
 
Be sure to 
reassign your 
Location and 
Save your 
event! 
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Change Locations for the entire event. First, remove the existing Location. Then find a new Location. 
 
 
To remove the Location from all occurrences of 
the event, click on the X (circled in red). 
 
Now search for a new Location to Assign. 
 

  
 

Change Location on just one reservation occurrence for the event by Selecting Occurences: All 
 
 
Uncheck the box next the date you want to remove 
the Location assignment for. The Assignment will be 
removed. 
 
Search for Locations to locate and assign a different 
location. Don’t forget to send an Outlook update 
notifying attendees of the change in location for that 
date. 
 
Save your changes! 
 

  
 
 
 
 
 
 
 
 
 
 
 

 
Delete an Event. Events cannot be Deleted in the Mobile Quick Scheduling application. 
 
Not all schedulers have access to Delete Events.  
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To Delete an Event, Select the Home page in Mobile (Under the menu with 3 stacked lines in the 
upper right corner). Then select the Desktop Version link at the bottom of the page. 
 
Go to the Home page > Dashboard tab. In the center of the screen find the Your Upcoming Events 
menu. 
 

 
Select X Event(s) in which you are the 
Scheduler. 
 
Select the event you wish to Delete 
from under the List tab. 
 

 

 
 

 
Select the More Actions menu. 
 
Select Delete this Event. 
 

 
You’ll be prompted to 
confirm your deletion. Be 
certain that this is the 
correct event. Click OK. 
The event will be 
permanently deleted. 
 
 

 
Please don’t delete your event if you requested the event space from another 
scheduler. 
 
If you requested use of space from another scheduler via 25Live request, don’t Delete your event. 
Contact the person that you made the request from and let them know that you no longer need it. 
Then, cancel your event so that the request is removed from the system and the scheduler receives 
appropriate notice. 
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