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How to Copy an Existing Reservation 
 

 

There are two ways to copy an existing reservation in 25Live Pro: 

● While still in the event wizard, after just having creating the event 
● In the event details after searching for and pulling up an existing event reservation 

 

METHOD 1: 

After you have created your event reservation and are still in the event wizard, you are taken to a screen with the green 
banner that says “The event has been saved successfully”. Click on “Copy” to email the event and all details into a new 
event reservation.  

Note: You will have the option to modify the details that are copied over. 
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If the original event is part of a related event set, you will see an additional screen asking how you would like to copy the 
event. Choose the appropriate option to proceed. 
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You will now be in the event wizard where you can rename the copied event and add or modify details of your event as 
needed.  

How to create an event in 25Live 
Pro
For instructions on using the event wizard, please refer to the documentation called “

” 

 

 
 

https://www.brandeis.edu/its/services/software-business-systems/25-live.html
https://www.brandeis.edu/its/services/software-business-systems/25-live.html
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METHOD 2: 

After searching for or navigating into a “starred” or recently viewed event reservation, you will be taken to the Details page 
to view a high level overview of the event’s details. On the right, click on “More Actions” and select the “Copy Event” 
option from the dropdown menu.  

 
 
 

If the original event is part of a related event set, you will see an additional screen asking how you would like to copy the 
event. Choose the appropriate option to proceed. 
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You will now be in the event wizard where you can rename the copied event and add or modify details of your event as 
needed.  

 

 

For instructions on using the event wizard, please refer to the documentation called “How to create an event in 25Live 
Pro”. 

https://www.brandeis.edu/its/services/software-business-systems/25-live.html
https://www.brandeis.edu/its/services/software-business-systems/25-live.html
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