Navigating In 25Live

Tips for moving around and working within the 25Live application.

The Navigation Bar

1 The red Navigation Bar is always present at the top of any 25Live page.

Return to this area to access key parts of the 25Live application, access search
tools, or return to recently viewed pages.
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2 Clicking the "25Live" icon will always return you to your dashboard.
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3 Clicking the "Event Form" icon will take you to a new event request form.
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4 Clicking on the "Tasks" icon will take you to any event tasks that are assigned to
you. This icon will most frequently be used by Building Managers and Resource
Providers.
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The Event Form

This reservation form is designed to collect the information needed to schedule an event. Please be as detailed as possible when submitting
zation this information. * All requests are subject to approval. *
inizations
Catiit Event Name - Required ()

Please enter a name that clearly describes the event. 40 Character limit

nformation Event Type - Required (©)

Instructions

Select the Event Type that best describes the event.

Select from Types v |

Primary Organization - Reguired (i)
Instructions

Select the Organization / Department responsible for the event by searching for the organization name.

Note: If the search does not retum the expected result, try limiting the search term to a key word in the organization name.
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5  The name of the user will be indicated in the Navigation Bar.
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6 Clicking on the "More" icon will produce a drop-down menu of options.
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The drop-down menu will allow you to access and navigate to additional 25Live
functionality.
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Use the "Recently Viewed" drop-down menu to quickly return to any event,
location, or resource you've viewed during your current 25Live session.
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You Can Use Multiple Browser Tabs in 25Live
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9 25Live allows for multitasking in multiple browser tabs. You can open events,
locations, resources, reports, and any other objects in multiple browser tabs for
convenience.

Quick Tip: If you hold down the Control button on your keyboard and then click on
an area in 25Live, that 25Live function will open in a new browser window.

Additional 25Live Navigation Tips

10 » Expand and reduce panels:

« Look for the chevron symbol () in panels that indicates information can be expanded or
reduced.

* Look for drag-and-drop features:

* Many areas of 25Live, such as the home dashboard and the event form, provide
opportunities to quickly drag and drop objects where you need them.
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