Accessing 25Live Reports

25Live provides a library of reports that track event, location, and organization
information across the platform. Use this guide to learn how to access and download
the 25Live reports.

1 Navigate to 25Live via your MySCU Portal tile and go to your dashboard.

Q, Go to Search Nothing recently viewed -]

uick Search ~ Find Available Locations Your Starred Locations ~
i'\ Search Events | know WHEN my event should take place — help me find a You do not have any Starred Locations!
= location!
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2  Click on the "More" menu in the upper right-hand corner of your dashboard.
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Find Available Locations

| know WHEN my event should take place — help me find a
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choose a time!

z Create an Event

3  Select "Reports" from the drop-down menu.
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4  Read through the tips and instructions on the 25Live Reports landing page.

o) 26Live Reports  Tips Bronco, Bucky

y Report Name here

~ Your Starred Reports = f
25Live Reporis

~ EventReports Series25 includes miage than 200 standard reports organized into categories. Once integrated. custom

Academic Calendar By Location reports can also be run from this application. For a full list of all standard reports, see the 25Live
Standard Report Reference on the Series25 Customer Resources site (login required).

Calendar of Events (3 Day)

Calendar of Events (5 Day) + Tip: Allow Pop-Up Windows When Running Reports

Calendar of Events (7 Day) 25Live uses pop-up windows while delivering reports. If you have your browser set to block pop-
up windows, please allow them for this site.
o Apple Safari (mac0S)
o Google Chrome (Windows/mac0S)
Event Listing o Mozilla Firefox (Windows/mac0S)
o Microsoft Edge (Windows 10 only)
= Mobile browsers: Android Chrome or i0S Safari

Daily Events

Daily Events - Excel

Event Listing - CSV

Event Listing - Day. Time, Location,
Organization To Run a Report

Event Listing - Excel 1. Search for and/or choose a report to run.
= You can choose a report using the categories in the report choices section or search above,

Event Location Monthly Calendar if you know the report’s name.

Events By Organization Type o After choosing any report from the list, you can read the description of the report by using
the information icon, or you can view a sample image of the report using the "View Sample”
~ Location Reports link.

o Tip: To be able to get to your favorite reports more quickly and easily, use the star next to

~ Resource Reports the report name.

5 If you know the name of the report you are looking for, you can search by
keyword in the "Filter By Report Name" text box.

rn feotal 2 o[ 25LiveReports  Tips  Bronco. B

Filter By Report Name here i X

~ Your Starred Reports ;
25Live Reports

v EventReports Series25 includes more than 100 standard reports organized into categories. Once integrated. custom

reports can also be run from this application. For a full list of all standard reports, see the 25Live

i location:Raporta Standard Report Reference on the Series25 Customer Resources site (login required).

~ Resource Reports
+ Tip: Allow Pop-Up Windows When Running Reports

™ Other Reports 25Live uses pop-up windows while delivering reports. If you have your browser set to block pop-

up windows, please allow them for this site.
o Apple Safari (mac0S)
» Google Chrome (Windows/mac0S)
» Mozilla Firefox (Windows/mac0S)
« Microsoft Edge (Windows 10 only)
» Mobile browsers: Android Chrome or i0S Safari

To Run a Report

1. Search for and/or choose a report to run.

» You can choose a report using the categories in the report choices section or search above,
if you know the report’s name.

o After choosing any report from the list, you can read the description of the report by using
the information icon, or you can view a sample image of the report using the "View Sample”
link.

+ Tip: To be able to get to your favorite reports more quickly and easily, use the star next to
the report name.
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6 To view the list of reports in each category, click on the "carrot" icon to access the
drop-down list.

rﬂ Santa Clara ) 26LiveReports  Tips  Bronco, B

NIVERSITY

Filter By Report Name here x

* ~ "Vaur Starred Reports 3
\ 25Live Reports

Series25 includes more than 100 standard reports organized into categories. Once integrated, custom

reports can also be run from this application. For a full list of all standard reports, see the 25Live

Standard Report Reference on the Series25 Customer Resources site (login required).

v Eve...nt Reports
».Location Reports

~ Resource Reports
~ Tip: Allow Pop-Up Windows When Running Reports

i Othar Rapores 25Live uses pop-up windows while delivering reports. If you have your browser set to block pop-

up windows, please allow them for this site.
» Apple Safari (mac0S)
= Google Chrome (Windows/mac0S)
s Mozilla Firefox (Windows/mac0S)
o Microsoft Edge (Windows 10 only)
= Mobile browsers: Android Chrome or i0S Safari

To Run a Report

1. Search for and/or choose a report to run.

= You can choese a report using the categories in the report choices section or search above,
if you know the report’s name.

o After choosing any report from the list, you can read the description of the report by using
the information icon, or you can view a sample image of the report using the "View Sample”
link.

s Tip: To be able to get to your favorite reports more quickly and easily, use the star next to
the report name.

7  Click on a report name to configure the viewing/delivery options.

Filter By Report Name here x

~ Your Starred Reports y

25Live Reports
~ EventReports Series25 includes more than 100 standard reports organized into categories. Once integrated, custom
reports can also be run from this application. For a full list of all standard reports, see the 25Live

Academic Calendar By Location
Standard Report Reference on the Series25 Customer Resources site (login required).

Calendar of Events (3 Day)

Calendar of Events (5 Day) + Tip: Allow Pop-Up Windows When Running Reports

Calendar of Events (7 Day) 25Live uses pop-up windows while delivering reports. If you have your browser set to block pop-
Daily Events up windows, please allow them for this site.

’ : o Apple Safari (mac0S)
Daj§ Events “xcel = Google Chrome (Windows/mac0S)
s Mozilla Firefox (Windows/mac0S)

E¥ent Listing
! J o Microsoft Edge (Windows 10 only)
EveRt L\stshg yosv = Mobile browsers: Android Chrome or i0S Safari
Event Listing - Day, Time, Location,
Qrganization To Run a Report
Event Listing - Excel 1. Search for and/or choose a report to run.

= You can choese a report using the categories in the report choices section or search above,

Event Location Monthly Calendar if you know the report’s name.

Events By Organization Type = After choosing any report from the list. you can read the description of the report by using
the information icon, or you can view a sample image of the report using the "View Sample”
v Location Reports link.
= Tip: To be able to get to your favorite reports more quickly and easily, use the star next to
~ Resource Reports the report name.

» Other Reports 2. Choose format and delivery options.

= Reports have several format options to choose from, and each format can be saved,
printed, or exported as needed.
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8 You can view a sample of the report to see what information is included and its
formatting.

Jln 25LiveReports  Tips  Bronco, Bucky = More

me here x | Go | (@) Help

v Your Starred Reports

Daily Events vy (@ [viewsample
~ [Event Reports 3

Academic Calendar By Location Format Option - Required 2 Delivery Option - Required

Calendar of Events (3 Day} Select a Format Option v Select a Delivery Option v
Calendar of Events (5 Day) Report Barameters
Calendar of Events (7 Day)

Event Search - Required ¥ C'
Daily Events
Daily Events - Excel Location Search - Required . C'
Event Listing Report Date - Required Thu Jan/22/2026 a

Event Listing - CSV

Event Listing - Day, Time, Location,

Organization

Event Listing - Excel

Event Location Monthly Calendar
Events By Organization Type

v Location Reports

~ Resource Reports

9 Select a "Format Option" from the drop-down menu. Options include pdf, Excel,
etc.

o) 25Live Reports  Tips Bronco. Bucky

:port Name here X

~ Your Starred Reports

DailyEvents ﬁ O View Sample
~ EventReports

Academic Calendar By Location Format Option - Réquired Delivery Option - Required
Calendar of Events (3 Day) Select a Format (iption % Select a Delivery Option v
Calendar of Events (5 Day) Report Paramete 98
Calendar of Events (7 Day)

Event Search - Required ~ C'
Daily Events
Daily Events - Excel Location Search - Required e O'
Event Listing Report Date - Required Thu Jan/22/2026 a

Event Listing - CSV

Event Listing - Day, Time, Location,

Organization
Event Listing - Excel
Event Location Monthly Calendar

Events By Organization Type
v Location Reports

~ Resource Reports
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10 Select a "Delivery Option" from the drop-down menu. Options include viewing
immediately or emailing the report to yourself or someone else.

o0 25Live Reports  Tips  Bronco, Bucky = Mor

rt Name here X | Go |

~ Your Starred Reports

Daily Events Y¥ (O Viewsample

~ EventReports

Academic Calendar By Location Format Option - Required

Calendar of Events (3 Day) ‘
Calendar of Events (5 Day)
Calendar of Events (7 Day)

Select a Format Option bl

Report Parameters

Event Search - Required

Daily Events

Daily Events - Excel Location Search - Required

Event Listing
Event Listing - CSV

Event Listing - Day. Time, Location,
Organization

Event Listing - Excel
Event Location Monthly Calendar

Events By Organization Type
v Location Reports

~ Resource Reports

Report Date - Required

® ne

Delivery Option - Refjuired

Select a Delivery OpgFion ~
- | C
- |G
Thu Jan/22/2026 B

Run Report

11  Select parameters for any other required field.

| 26Live Reports  Tips Bronco, Bucky

port Name here

~ Your Starred Reports

~ Event Reports
Academic Calendar By Location
Calendar of Events (3 Day)
Calendar of Events (5 Day)
Calendar of Events (7 Day)
Daily Events
Daily Events - Excel
Event Listing
Event Listing - CSV

Event Listing - Day. Time. Location,
Organization

Event Listing - Excel
Event Location Monthly Calendar

Events By Organization Type
v Location Reports

~ Resource Reports
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Daily Events vy (O Viewsampls

Format Option - Required
PDF v

Report Parameters”
Event Search - Refjuired
Location Search - Retyuired,

Report Date - Required

Delivery Option - Required

i Select a Delivery Option vl

Thu Jan/22/2026 B

Run Report



12 Setyour desired date or date range.

eport Name here X | Go ‘

~ Your Starred Reports

Daily Events vy (D Viewsample
~ Event Reports

Academic Calendar By Location Format Option - Required Delivery Option - Required
Calendar of Events (3 Day) PDF hd Select a Delivery Option hd
Calendar of Events (5 Day)

Report Parameters
Calendar of Events (7 Day)

Event Search - Required "G O‘
Daily Events
Daily Events - Excel Location Search - Ragtiifes, et C‘
Event Listing Report Date - Re g \ Thu Jan/22/2026 ]

Event Listing - CSV

Event Listing - Day. Time, Location, -

Organization
Event Listing - Excel
Event Location Monthly Calendar

Events By Organization Type
v~ Location Reports
~ Resource Reports

v Other Reports

13 Click the "Run Report" button to execute the report process.

~ Your Starred Reports

DainEvents hnd @ View Sample
» Event Reports

Academic Calendar By Location Format Option - Required Delivery Option - Required
Calendar of Events (3 Day) PDF v Select a Delivery Option v
Calendar of Events (5 Day) Report Parameters
Calendar of Events (7 Day)

Event Search - Required 2 C'
Daily Events
Daily Events - Excel Location Search - Required v O'
Event Listing Peport ot = e Thu Jan/22/2026 B

Event Listing - CSV

Event Listing - Day, Time, Location, .: |

Organization

Event Listing - Excel
Event Location Monthly Calendar

Events By Organization Type
v Location Reports
~ Resource Reports

~ Other Reports
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14 Depending on the delivery option you selected, check your downloads folder or
email inbox to view your report.
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