
R25 Webviewer 
Training 



Creating a User 
Account 



When you go to the R25 Facility Request Form, 
this is the screen that will appear.  

Select “My Request” 



Select “click here.” 

New Users: Create an Account 



 
Fill out the New Users Info Page. 

Fill in the form on  
this page as  

thoroughly as possible. Required  
fields are labeled in red. 

This information 
will be used to contact 

 you regarding questions,  
confirmations, denials or 
 changes. Then, select 

 “Submit” 



Navigating  
R25 



First, let’s learn how to  
navigate in R25.  

There are two  
ways to initially  

navigate through 
R25 WebViewer: 

“Events” and  
“Locations” 



“Events” is a way to search by DATE which  
can be FILTERED by categories such as  
Academic Department or Campus  
Organization. 

You can choose to  
see ALL events for  

the particular date(s) 
 you selected OR use the  

FILTERS to narrow your search. 

You may choose the  
date you would like to 

see by using the  
calendar. 



“Locations” is an easy way to search for  
rooms that are available in a particular  
building. Make sure “By Date” is also  
selected. 

You may choose the  
date you would like to 

see by using the  
calendar. 

Select the building to  
see available spaces. 



Room Details can be found by clicking the  
particular room number you are interested  
in seeing. 



Spaces and times that are not  
available are denoted by a shaded  
green box.  

For example, we see here  
that Chappell Hall 113 is  
being used on Tuesday, 

November 18th from  
11:00 a.m. to 12:15 p.m. 



You can see details of this event by  
double-clicking the shaded green box. 



Select “View as a List” to see extra 
information on activities.  



Requesting a 
Facility 



When using the “Locations” tab, you  
may also request a space from the grid. 

For example, if you would like 
to request Chappell Hall 113 

on November 18th from 8:00 a.m.  
to 9:00 a.m., simply put your  

cursor inside the appropriate box  
and click. This will take  

you to a partially completed Facility  
Request Form if you are logged  

in. If you are not 
logged in, you will be asked 

for your username and  
password before proceeding. 



Here you can see that the times we 
selected are pre-filled. 

However, sometimes you 
 may want to request 

more than one hour, so make 
sure that the times listed are 

the actual times that the  
event will be taking place. 

Please enter only the 
actual times of the event.  
Facility Reservations will  

automatically schedule and  
reserve the room for set-up 

and breakdown. Please  
understand that if you do not  
complete your request form  

with the appropriate information,  
your request will be delayed  

while we contact you for  
the necessary information. 



Here, you can see that the space we 
requested is pre-filled. 

If you do not have a  
particular space in mind,  
select “Any Space In:”.  
The drop down menu  

will provide choices for the 
type of facility needed 
and/or the preferred  

campus building. 



 
Date/Time Options 
 
 
 

  

If you are only requesting 
one date for a certain  
period of time, place the 
date and times in the 
area marked “Start” and 
“End.”  Be sure to use 
the actual event times in 
this area.  Set-up and 
breakdown times will be 
automatically scheduled 
by Facility Reservations. 



 
Date/Time Options 
 
 
 

If your event will span 
multiple dates with the 
same event time each 
day, you will choose “Ad 
hoc.”  In the “Start” and 
“End” times section, 
enter the date and time 
of the initial meeting in 
the event series.  In the 
“Ad hoc” section, select 
the additional date and 
then select “Enter.”  You 
may do this for as many 
dates as you would like. 



 
Date/Time Options 
 
 
 

  If your event will be 
repeated daily for a 
certain amount of time, 
choose “Daily” and then 
an end date. 



 
Date/Time Options 
 
 
 

  

If your event will be 
repeated weekly for a 
certain amount of time, 
choose “Weekly”, the 
days each week, and an 
end date. 



 
Date/Time Options 
 
 
 

  

If you are submitting a request for an event that will span  
several days but will have different times each day, you must 
submit a separate request form for each day.   
 
For example, if you are having a conference from 6:00 p.m.  
until 10:00 p.m. on Friday, 8:00 a.m. until 4:00 p.m. on 
Saturday, and 9:00 a.m. until 12:00 p.m. on Sunday, you will 
have to make three separate requests. 



Space Preference 

Please be as specific as possible when you  

are selecting a specific room.  If you choose to   

manually enter the space that you would  

like, please include the building name and room number. 

Also, be sure to fill in the radio button that  

says “Specific Location” when manually entering a room. 

Ex.  Arts & Sciences Room 243, Chappell Hall Room 113 



 
Submitting your request 
 
 
 

After completing the 
entire request form and 
clicking “Next,” you will 
be taken to this screen to  
“Submit Request.” 
Please click “Submit 
Request” only once. It 
will take a few seconds 
to process. 



  
Once you submit your request, you 
will receive an automatic email 
stating that your request has been 
submitted. This is NOT a 
confirmation of your space – only an 
alert to let you know your request 
has been sent.  

Submitting your request 



Receiving 
Confirmation 



Once you submit a 
Facility Request 
Form, it is sent to the 
appropriate building 
manager, who will 
approve or deny the 
request. 



You will receive an email confirming 
or denying the use of the facility, 
usually within 2 business days. 
 

Please open and thoroughly read the Event 
Confirmation Details as changes, 
adjustments, and any important 
information will be listed here. 



It is especially important to read the Event 
Confirmation Details. Important information 
regarding Sodexo, Audio Visual Services, Public 
Safety, Moving Services, and Physical Plant will 
also be included in these details.  



If you have requested multiple dates and times, some may be 
approved while others may not. The dates that have not been 
approved will be listed in the Confirmation section. Many  
times, Facility Reservations will be able to find and schedule  
an alternate location for your event. However, other times the 
group size or requested dates may limit the available location. 
Important information concerning your requested location and  
dates will be listed in this section.    



The dates and equipment 
that have been approved will 
be listed in detail at the 
bottom of the confirmation. 



Confirmations will typically be received 
within 48 hours or two business days. 
However, you can check the status of your 
request any time by clicking 
“Pending” (for requests that have not 
been processed) or “In Process” (for 
requests that have been processed). 
 
 



We hope that you have found this 

tutorial helpful. 

 

If you have any questions, please do not hesitate to contact Lisa Castillo at  

478-445-2749 or by e-mail at  

lisa.castillo@gcsu.edu. 

 

Click here to access the R25 Webviewer website. 

 


