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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. 
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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 

○ 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. 
○ You can also manually upload any additional documents you’d like to send. 
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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. 
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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. 
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A pop-out notification will appear confirming that the email has successfully sent out. 
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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. 
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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 

○ 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. 
○ You can also manually upload any additional documents you’d like to send. 
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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. 
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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. 
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A pop-out notification will appear confirming that the email has successfully sent out. 
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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. 

12 



 

               
    

 
 
 
 

 
 
 

 

Two additional options will appear in the dropdown, “Invoice” and “Confirmation Notice”. Choose the one 
you’d like to print. 
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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. 
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