
Using the R25 WebViewer (Facilities Schedule) 

to Request Event Space 

 

 

Login to The Insider and click ‘Facilities Schedule’ under ‘Helpful Links’. 

 

 



The Events for the day, week, or month are displayed. 

 

 



Click ‘My Requests’ to login to the R25 WebViewer. 

 

 

  



Create a new user account (use your GroupWise username). 

 

 

  



Verify the account created successfully. 

 

 

  



Click ‘New Request’ to create a request. 

 

 

  



 

Fill in information about the event space you are requesting. 

 

 

  



Review the request and submit it. 

 

 

  



 

Event Request Confirmation is displayed. 

 

 

  



 

An email will be sent notifying you that your request is being processed. 

 

 

  



When looking at ‘My Requests’, click ‘Pending’ to see any new requests. 

 

 

  



 

When looking at ‘My Requests’, click ‘Approved’ to see approved requests. 

 

 

  



Click ‘Log Out’ when you are done. 

 

 


