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How to Email and Print an Invoice/Confirmation Report in 25Live Pro

There are two ways to email an invoice and/or confirmation report 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

There is one common way to print an invoice and/or confirmation report in 25Live Pro:

° In the event details after searching for and pulling up an existing event reservation
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EMAIL 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 “Email” to email the
event materials.

1, Go to Search Hecently Viewed ~ | (2)hep

This event has been successfully saved. Close (3

What's Mext?

N View the Event Details page for this event. Tre full range of actions are availanle to you from there.
Meed to make some mare edits to this event? Click this button to start editing.

Create a copy of this event with many event detalls duplicated. Ge through each fiaid of the new event ta verify the
details you want to retzin and resolve 2ny possiole conflicts.

Email tha details of this event ta its stakeholders ar anyone else.

5

Event Tasks

3 Active Motification Tasks
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In the pop-out window for the email settings:

Use the left-hand side to select email recipients from the list and indicate which documents you’d like to
send them

o This list includes the requestor and scheduler for the event, the account user (self) as well as
anyone with assigned tasks or notifications related to this event.
o You can also manually upload any additional documents you’d like to send.

Email Event Details

Uinkto: » Proo Original 25Live 0 Scheduling

ol eeipie Additional Recipients

T0 CC BCC 10

Solf

(Atkinson, Lindsay) [51+]

Requestor

[Atkirson, Lindsay) BCC

Seheduler

{Atkinson, Lindsay) B

Anyone with Assignment -

Anyone with Hotification

Taske

Event Owner

Artach: Event Summary (Full)
Custom invoice Per Event
Custem Conf Detail Per Event
iColl File

Choose File | No file chasen
plr—— s i il

Subject: Test (2019-AARRPR)

Message Body  Check the checkbox to inchude Event Detads. Add a customn message i desired,

Incluge event detads in body of message
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Use the right-hand side to manually add additional recipients as needed who should receive this email.
Alternately, clicking on “To”, “CC” or “BCC” will give you the option of selecting from a list of users with
accounts in 25Live Pro.

Note: Multiple email addresses should be separated by commas.

Email Event Details x
Link to: = Pro o Original 25Lve o Scheduling

Related Recipients Additional Recipients
TO CC BCC

Sarlf

{Atkinson, Lindsay)

Requestor

{Atkinson, Lindsay)

Schoduler

(Atinson, Lindsay)

Anyone with Assignment

Tasks

Anyonae with Notification

Tacks

Event Owner

Attach: Event Summary (Full)

Custem inveice Per Event
Custem Conf Dotall Per Evont
iCal File

Choose File | Mo file chasen

Subject: Test {2013-AARRFR)

Message Body  Check the checkbox to inchude Event Detads. Add & customn message if desired.

Include event details in body of message
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Use the bottom to modify the email subject and add text to the email body. Additionally, you can
include the event details in the body of your email by checking the checkbox next to “Include event
details in body of message”.

Once finished, click “Send” to send your message.

Email Event Details X

Link ta: = Pro o Original 25Lve & Schoduling

Related Recipients Additional Recipients
TO0 CC BOC T

Salf

[Atkinson, Lindsay) [+

Requestor

[Atkinson, Lindsay] BeC

Seheduler

parat tiple emai ador s
[Atkireon, Lindsay) Separate mu ! email adoresse
with commas. To choosa from a st
Aryons with Assignmont ehick To, CC o BCC.
Tasks
Anyono with Hotification
Tasks
Event Owner
Attach: Ewent Summary (Fullj
Custom invoice Per Event
Custam Conf Detail Por Event

i File

Choose File | Mo file chosen

Subject: Test {2019-AARRPR)

Message Body Check the chackbox o inchade Event Detads. Add a cusion message if desired.

Include event detads in body of message
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A pop-out notification will appear confirming that the email has successfully sent out.

25live.collegenet.com says

Email(s) sent successfully I
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EMAIL 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 “Email Event Details” option.

Dtz CCCumenoes Camnzar SCREDR Task List Pricing Fasar Tra
2B Evenl  Cancaled 4 Moe Ackons v (X
fipd W Fazoimes
Genens ~ Evenl Calepoiies =
& Fon Fvesl
Eveni Mama: S50 ain 3 % Copy Evenil
Evant Tilla: SH0 tran :&j Cussom Attriburies TR S —
Event Typ: Warkshop w P
Diganlzation; Liwary & Tachnology Services ¥ i et Evant
Scheduor: 4 Mo, Lawra # Crmate To Do Task
Event indn )
Aequesto: d ibbier, Lauta
4 Ernadl Evianl Dilais
e Ewent Cuwer: 4 Harbler, Laura
Husad Count srpactar [ 5 SRR 5 s Eves r—
| L] Creation Diate: Fri Now 30 2318 Send s Evesl da the 75w
Puiskshis
v E‘f Releence P E-AARC K
Cabine: Spaci Evenls F¥ 1§18 Frinl a Repad fon fies Everd
Description: B Fobdar: Lrs
cammpnte -
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In the pop-out window for the email settings:

Use the left-hand side to select email recipients from the list and indicate which documents you’d like to
send them

o This list includes the requestor and scheduler for the event, the account user (self) as well as
anyone with assigned tasks or notifications related to this event.
o You can also manually upload any additional documents you’d like to send.

Email Event Details X
Related Recipients Additional Recipients
TO CC BCC T0
Salf
{Atinson, Linasay) G
Requestor
[Atkinson, Lindsay]) BCe
?ﬂh.aaud" . Separate multiple emall addresses
(Atkinson, Lindsay) with commas. To choosa from a st
Anyone with Assignment cick T, CC o BCC.
Tasks
Anyono with Notification
Tatks
Event Owner
Attach: Event Summary (Full)

Custom inveice Per Event
Custem Conf Detall Per Event
iCad File

Choose File  No file chasen
]|

Subject: Test (2015-AARRPR)

Mussagn Body  Check the checkbox to include Event Detads. Add a custom message if desired.

Include event detals in body of message
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Use the right-hand side to manually add additional recipients as needed who should receive this email.
Alternately, clicking on “To”, “CC” or “BCC” will give you the option of selecting from a list of users with
accounts in 25Live Pro.

Note: Multiple email addresses should be separated by commas.

Email Event Details *
Link to: @ Pro o Original 260 & Schodukng ]
Redated Recipionts Additional Recipients
T0 €C BCC TG
Solf
[Akinsan. Lindsay) ¢}
Requistor
[Atkinsan. Lindsay] acc
Sehaduler 2 ; ]
[Arkinsan, Lindsay] -..e_:l-s ate 'I=-.l .\Jvuu_l.—l-sdﬂ —.':‘:':‘E-
with comenas. To choose from a list

HAmpane with Assignment ek T I I“i
Tasks
Anyanh with Notification
Tasks
Event Owner
Attach: Evont Summary [Full}
Custom invaice Par Event
Custom Conf Deted Per Event
iCal Eile

Choose Fisg | Na file chasen

Subjoct: Test [2019-A&RRPR]

Messoge Body Chege the chackbax bo indude Evert Detaila, Add o cusiom massege 7 desired.

Inciude avard ditals in body of message
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Use the bottom to modify the email subject and add text to the email body. Additionally, you can include

the event details in the body of your email by checking the checkbox next to “Include event details in

body of message”.

Once finished, click “Send” to send your message.

Email Event Details
Link ta: = Pro o Orginal 25Lwe o Scheduling
Related Recipients
T0 CC BCC
Salf
{Atkincon, Limdsay)
Regquestor
[Atkinson, Lindsay)
Scheduler
{Atkinsan, Lindsay)
Anyone with Assignment
Tasks
Anyone with Notification

Attach: Event Summary (Full)
Custem Invoice Par Event
Gustom Conf Dotall Per Evant
iCal File

Choose File  No file chasen

Subject: Test (2019-AARRFR)

Message Body  Check the checkbox to inchade Event Detads,

Additional Recipients

™

BCC

Separate multiple emal addres ses

with commas: To choose from a st
cfick Ta, CC or BOC.
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A pop-out notification will appear confirming that the email has successfully sent out.

25live.collegenet.com says

Email(s) sent successfully I
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PRINT METHOD:

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 “Print a Report for this Event” option.
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Two additional options will appear in the dropdown, “Invoice” and “Confirmation Notice”. Choose the one

you'd like to print.

Cancelled 2 More Actions
A Manage Bindings
*| Delete Event
7 Create To Do' Task
> Email Event Details

(- send this Event to the 25Live
Publisher

1 Print a Report for this Event

[® Invoice

[ Confirmation Nolice

‘# Take Ownership of this Event

£ Subscribe to this Event
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A PDF of the document you’ve requested will be prepared and then downloaded locally to your
computer. From here, you can open the PDF file and print to your local printer.

Preparing...

Please wait.

If the report 1s not loading after 30 seconds, click here to refresh

Close Window

21 £
= CustominvoicePer..pdf
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