
25Live Motor Vehicle Request Form Quick Sheet

Employees who have completed the certification and training in order to drive a
Southwestern University motor vehicle can now complete a reservation request form
through 25Live. Please follow the steps below when completing the event request form.

1. Log into 25Live here. The system is single sign-on, which is your SU username
and password.

2. Once on the dashboard, please select Event Form

3. Once on the Event Form, please type in your event name, event type, and select the
primary organization. Please see the example below.



4. For Expected Attendance, please note that there this is a 14 passenger van. The
number of passengers includes the driver.

5. Date and Time:

a. Please select the date you will be picking up the vehicle. If you will be utilizing the
vehicle for a long trip, please proceed to step b. If you are utilizing the van for
multiple trips throughout the semester for the same amount of time, please
proceed to step c.

b. If you will be utilizing the vehicle for a long trip that extends for longer than one
day, please unselect the box. Note that if you try to submit multiple occurrences
under the same request form, each occurrence will have the same duration as
the initial date.



c. If you would like to submit multiple date requests under the same event form,
please select the appropriate dates on the calendar. Selected dates will be
highlighted in blue. If you need to manage the selected occurrences, please
select the option under the calendar.

6. Location:

a. You can search up all four motor vehicles by typing in “MV.” If you have more
than one occurrence, you will see under the Availability column how many of
your requests are available. Select Request for the motor vehicle you choose.

b. Make sure you have Hide Conflicts and Enforce Headout unselected in order to
have all four motor vehicles show up in your search.



7. Resources:
a. Type in PP under the search bar.
b. Select the first option “No Setup Required/Will use as is.”

8. Attached Files:

a. Please attach a copy of your Master Driver Authorization Form.

9. Custom Attributes:

a. Please type in the phone number of the person who will be driving the vehicle so
this may go on the record in case of an emergency.

10. Event Contacts:

a. Please do not change the Requestor information, even though the requestor may
not be the individual driving the vehicle.

11. Comments:

a. Under the Comments section, please type in the name of the individual who will
be driving the vehicle. The approver of the request form will be confirming that



said individual has completed the certification and training needed in order to
drive the vehicle.

12.Event State:

a. Please leave the even state as Tentative. Once the approver has approved the
request, they will change the status to Confirmed.

13. Affirmation:

a. Under the Affirmation, please select the box saying that you agree to the Faculty
& Staff Handbook.

14. Submitting the Event Form:

a. Select the blue Save button and select Internal Department Event.
b. Once the request has been submitted, the page will refresh so you can see the

details of your reservation.



Please submit your request 7-10 days prior to the start of your request event time and
allow the approvers 3-5 days to confirm your reservation. Once your request is
approved, you will receive an email confirmation. If the approver has questions or
concerns over your request, they will contact you either via email or phone call to
ensure your request can be accommodated.

For questions regarding the Student Life van, please contact the Student Life team, by
emailing studentlifevan@southwestern.edu or calling 512-863-1506.
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