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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.
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2 Click on the "More" menu in the upper right-hand corner of your dashboard.

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.

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.
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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.

7 Click on a report name to configure the viewing/delivery options.
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8 You can view a sample of the report to see what information is included and its
formatting.

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

11 Select parameters for any other required field.
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12 Set your desired date or date range.

13 Click the "Run Report" button to execute the report process.
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14 Depending on the delivery option you selected, check your downloads folder or
email inbox to view your report.


