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25Live Pro Navigation Overview

There are four common areas of 25Live Pro that will serve as the most used features for
navigation.

The Top Navigation Bar
The “More” Menu
The Main Dashboard

The Event View Sub-Sections
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The Top Navigation Bar

Regardless of what area of 25Live Pro you are in, you will always see this navigation bar at the top of your screen.

Access the “More” Menu

Your username will appear here

See tasks that may be assigned to you

Begin creating a new event reservation

Navigate to the “home” dashboard

f~} 26Live Pro (& EventWizard [Z| Tasks Username Your = More

Q Go to Search Nothing recently viewed $  (DHep

1

Go to the search page to quickly search for events or locations.
You can also use any saved searches to run.

See a list of recently viewed events or locations

Get additional help from the Series25 article knowledge base.
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The “More” Menu

From the Top Navigation Bar, clicking on “More” brings up a pop-out menu with additional navigation options.

%ﬁ‘“ 25Live - 26LivePro [ EventWizard [Z| Tasks Username Your = More

{1 Goto Search Mothing recently viewed = @ Hulp

X
Return to the “home” dashboard > 'L.-é- Home: 25Live Pro
Navigate to -

View your saved searches or starred items in list format »  List
View your saved searches or starred items in calendar view » Calendar
View your saved searches or starred items in a grid to see what's available > Availability
Run a quick search manually or by selecting a saved search = Search
Run a starred report or any other available report = Reports
Sign into Publisher with your Publisher credentials = Publisher
Switch to a simplified, mobile friendly view of 25Live Pro - 25Live Scheduling

» Preferences v

Set your user preferences

View privacy and copyright information on Series25 » About



) Brandeis

The Main Dashboard

The dashboard can be customized to give you quick access to commonly used locations, resources and reports and a
variety of other things. The more saved searches that you have, the better you can utilize the dashboard.

Your dashboard can be customized by clicking “Customize Dashboard” at the bottom right.

{:o} Customize Dashbeard

You can learn more about Using and Customizing Your Home Dashboard on the 25Live website.



http://knowledge25.collegenet.com/display/25HELP/Using+and+Customizing+Your+Home+Dashboard
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Without any customizations, the default view will look like the following image:

e (Juickly search on events, locations or resources Quickly begin creating an event The Top Navigation Bar previously discussed in this documentation

S\-’"ZSUVE' 25Uve Pro | [ EventWizard  [] Tasks  Lindsay Afkinson
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() Quick Search ~ /| Find Availabie Locations L) Your Starred Events ~
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Search Evenls L
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@ search Locations Q 1 know WHERE my event shoukd take .
& Your Starmed Resources ~
4 Search Resources [«}
You g0 ot have any Stared Resources!
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>
), Your Starrad Event Searches ~

You ¢o not have any Stamed Event Searches! {5} Cosomize Cashibsard
A| Your Upcoming Events ~
YOU AR NCT ASSOCIAET WIN ANy UPCOMING events
), Your starred Location Searches -~
@ rassentexn &
A] Your Event Drafts ~
— @ Test Location Search i -

k) Mo Event Drafts in which you are Ihe Scheduler

k| Mo Event Drafts in which you are the Requastor
Q) Your Starred Resource Searches -~

¥ou 60 nat have any Stamed Resource Searches!
Tasks -

3] You have No Tasks on Today's Agenda
Yeur Starred Reports -~

"] 0 Qutstanding Tasks
Daily Room Sheet

0 Flaggea Task
Event Requiremenis By Campus Partiion =] qgec Tasks
Event Requirements By Location 0 Tasks Assigned By You

Location Avalauiiey Grid Dady

L i < Sl 44

View starred searches View starred objects

View upcoming events or reservation drafts you are associated with.

View tasks that you are assigned to.
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The Event View Sub-Sections

When viewing event details, you can navigate between different pages.

@ A Capella Group Auditions Confirmed 2016-AACICK Tue Dec*

NW A Capella Group Auditions Repeats
( Details Occurrences Calendar Schedule Task List Pricing Audit Trail)

L L L J L ¥ b L
View a high level If your event View your event  View a grid If any tasks Wiew the Wiew all actions
overview of your has multiple and any format of your  are associated  pricing for associated with the
event’s details. OCCUITENCES, occurrences and  event and its with the your event event to see which
You can also edit you can view related events OCCurrences. event, you and make users have done what
details via the those details in a calendar You can also can view adjustments  to an event in 25Live
inline editing here view by week or draganddrop  them and as needed. Pro
feature (special month the eventtoa  assign them
permissions new time to other

required)
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