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Using 25Live 

Navigating 25Live® Tabs 



© 2015 CollegeNET, Inc. 

Home tab 

• 25Live Home tab provides two options for your initial working 
view of 25Live 
 
 
• Dashboard is your browser-based desktop for quick access to a 

variety of 25Live information and functionality 
• Calendar provides easy access to pre-defined groups of events 

happening on dates you specify 
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Home Tab - Calendar 

• Calendar Home tab shows event data from your starred 
objects and searches along with system pre defined searches 
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Home Tab - Dashboard 

• Dashboard allows one to: 
• Quick search 
• Begin creating an event 
• Access to your starred event, location and resources 
• Access to starred event, location, resource searches 
• Access to your events and your drafts 
• Access to your Tasks 
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Home Tab - Dashboard 
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Home Tab – Dashboard 

• You can drag Dashboard elements to rearrange them 
• You can remove Dashboard elements that you do not use 
• You can always drag elements back onto the Dashboard 
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Dashboard - Locations 

• You can find Locations on the dashboard through: 
• Quick Search for Locations 
• Starred Location searches 
• Starred individual Locations 
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Locations – Search for Locations 

• If you run a Quick Search from the Dashboard you will be 
brought to the Locations – Search for Locations tab 

• If you are looking for something fairly specific, enter a 
keyword to search for locations based on all or part of location 
short or formal name 

• Choose from more Search Options to specify more precisely 
the criteria to search on 
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Locations – Pre-Defined Location 
Searches 
• If you selected a Star Location Search from the Dashboard 

you are brought to Locations – Pre-Defined Location 
Searches 

• Pre-Defined Location Searches are existing searches 
• Supplied by the system 
• Previously created and saved by you 
• Shared with you by other users 
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Locations – Search – List View 

• When running a Location search in 25Live one is able to see 
the results three different ways: 
 
List View 
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Locations– Search– List View 

• When viewing a list view of locations displayed on the 
Location tab you can 
• Quickly find a location of interest 
• Right-click a location name and select a view format to drill down 

to that location 
• Click the     icon to create an event for a location 
• Click the       or the      icon to star or unstar a location 

• To modify the view, you can 
• Click a column heading to sort locations using that criterion 
• Turn a column on or off by using the drop-down next to Choose 

Visible Columns 
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Location – Search – Availability View 

• When running a Location search in 25Live one is able to see 
the results three different ways (continued): 
 
Availability 
          View 
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Location – Search – Availability View 

• Availability grid view of locations displayed on the Location 
tab you can 
• See at a glance the overall activity for each location on the 

specified date 
• Right-click a location name and select a view format to drill down 

to that location 
• Roll over a shaded time slot in the grid to see an overview of 

information for that event 
• Click an empty time slot to reserve that location for that date/time 
• Click the       or the      icon to star or unstar a location 

• To modify the view, you can 
• Change the date 
• Use the Same-Day Event View droop-down to choose whether 

you want to view multiple simultaneous events for the same 
location overlapping on the same line or displayed as individual 
items on separate lines 
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Location Search – Calendar View 

• When running a Location search in 25Live one is able to see 
the results three different ways (continued): 
 
Calendar 
       View 
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Location Search – Calendar View 

• When viewing the calendar view of locations displayed on the 
Location tab you can 
• See at a glance the overall activity on each specified date 
• Right-click an event name in the calendar to drill down to event 

information, edit the event, or send an email with event details 
• Right-click a location name and select a view format to drill down 

to that location 
• Click the      icon to create an event for a location 

• To modify the view, you can: 
• Change the date 
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Location Tab – Single Location  

• One can pull up an individual location in 25Live after doing a 
search for a location or by clicking on a location name from an 
event 

• There are five views when looking at a single location to 
choose from 
• Details View – See at a glance the locations characteristics, 

relationships and instructions 
• List View – See a list of events occurring for specific set of dates 
• Availability (Daily) View – See at a glance the daily activity for 

this location on the specified weekday(s) and date(s) 
• Availability (Weekly) View – See at a glance the activity, by 

week, for the specified days and number of weeks (great for 
academic schedulers looking at a full term) 

• Calendar View – See at a glance the overall activity for the 
location the specified dates 
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Locations Tab – Single Location – 
Detail View 
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Locations Tab – Single Location – 
List View 



© 2015 CollegeNET, Inc. 

Locations Tab – Single Location – 
Availability (Daily) 
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Locations Tab – Single Location – 
Availability (Weekly) 
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From Location Tab to Creating Event 

• Weather you are viewing location search results or looking at 
an individual location it can be a good jumping off point for 
creating an event 

• When viewing a location search or an individual location you 
will see Create an Event icon      which will take you to the 
Event Wizard (requesting / scheduling form) 

• See PowerPoint 3 – Creating Events for further details 
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