Saving (and sharing) a Custom Location Search in

25Live

This guide provides a step-by-step process for saving a custom location search in
25Live, making it easier to access your preferred spaces quickly. That saved search
can then be shared with colleagues who work with you on event plans.

1 Navigate to 25Live via your MySCU Portal tile and go to your dashboard.
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4  Toggle the option bar to "Advanced."
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5 Click the "Add Criterion" button.
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6  Select "Locations" then "Specific Locations" from the drop-down menus.
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7 Click the "Select Locations" box.

{3 25Live [ Event Form Tasks (ﬁ) Michelle Pi

Recently Viewed

Select Object: g Locations v Saved Searches (optional) v

Quick Search . Advanced

Query ~
Conjunction | and &
Specificlasations ~ X

|

Add Criterion

Create New Location | Reset | Save as

1 Notification

() Email(s) have been successfully sent

Made with Scribe - https://scribehow.com



8 Search for the spaces you want by building or specific room using a keyword in
the text box. Indicate each space you want to include in your saved search by
"checking" the small box next to that room name.

Do not click "Done" until you have selected ALL of the spaces in ALL of the
buildings that you want included in this saved search.
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9 You can continue to add spaces from additional buildings until your search is
complete. To add spaces from other buildings, repeat Step 8 for each building
until you have "checked" all of the spaces you want included in this saved search.
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10  When you have added all desired spaces, click "Done."
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11 Review the list of selected spaces. If all of the spaces that you want included in this
saved search are listed, click "Save as".
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12 Name your saved search and determine whether or not you want this search
added to your "starred" searches (which will show up at the top of any drop-down
menu of searches).

Save Search

Searchm

[ Nam(your search) ]

Add to Mches

No

@ Yes

Save Cancel

13 Click "Save".
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Cancel
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drop-down menu.

This saved search will now be accessible to you in the "Saved Searches"

a
Recently Viewed v @ Help
Select Object: g Locations v My Favorite Spaces  v¢ v
IQ Baved Searches (optional) I
Quick Search Advanced Pre-Defined Groups oS
My Favorite Spaces Your Starred Locations
Your Express Locations |
Create New Location | Re Save | Save as EEEd
Your Starred Searches
Search Actions v
Benson and Locate!s w
S e F ite § * i
ar Availability Availability Weekly _- ‘ Select Columns ‘ ‘ Bulk Edit ‘ O‘ @
Residence Life Region *
sations Set Lucas Window *
All of Your St he! M Default
~ Formal Name Categories oYoursearcnes C:xacit — Cz aaucit Building —_
Benson and Locatelli w fe e
Benson Memorial Center 024 - California Benson Memorial
4 C - Main, Type - Lt e L Hall Event 40 40
Mission Room Lobby/Lounge STPLEGESR LIPS SSiIOs Aoy HHcsshaTEver Center (Benson)
My Favorite Spaces ww B M {al
Benson Memorial Center Williman Room Campus - Main, Type - Event Space 120 120 N
Residence Life Region hAd Center (Benson)
Locatelli Student Activity Center 100 - Campus - Main, Type - Auditorium, Ty| get | ucas Window & v 400 400 Locatelli Gathering
Space, Type - Performance Space inch, Theater Hall (Locatelli)
Campus - Main, Type - Conference Room, Type  As Is, Cuslom.. Hollow 100 100 Lucas Hall (Lucas)
- Event Space Square / Seminar, Theater
le been successfully sent
F N s
. . ope n
15 To view availability of your new saved search, select the search from the "Saved
" : n H HHEVL
Searches" drop-down and click "Availability".
. - e g s v oo ~
Quick Search Advanced
My Favorite Spaces
Create New Location | Reset | Export Results \ & Security | Save | Save as
Search Actions v
(S8 Calendar | [Availability JAvailability Weekly ‘ e lCetEOImNS ‘ ‘ Bulk Edit
4 Matching Locations
Max Default
Name ~ Formal Name — Categories Layouts e T : Buildin,
9 Y Capacity Capacity 9
Benson Memorial Center 024 - California 5 Benson NV
Benson 024 Mission Room LobbylLiotings Campus - Main, Type - Lounge / Common Area  As Is 40 40 Center (B
B Empty, Hollow S ! B v
W‘TEi{\)MnAN Benson Memorial Center Williman Room Gampus - Main, Type - Event Space Sz]rsi:ar,?l'ri:;te?uare 120 120 Cz:feorn(B
Locatelli 100 Locatelli Student Activity Center 100 - Campus - Main, Type - Auditorium, Type - Event  As Is, Empty, Rounds 60- 400 400 Locatelli
Locatelli Multipurpose Room Space, Type - Performance Space inch, Theater Hall (Loce
Liias 126 Lucas Hall 126 - Forbes Family Campus - Main, Type - Conference Room, Type  As Is, Custom, Hollow 100 100 Licas Hal

Conference Center

1 Notification

®

Email(s) have been successfully sent

Made with Scribe - https://scribehow.com

- Event Space

Page Size: | 25

Square / Seminar, Theater



16 The resulting view will show the availability of all of the spaces in your saved
search for a specific date.
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17 You can scroll through various dates by clicking on the blue arrow next to the
date, or you can click on the date to open a calendar.
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18 Select any desired date you want to view.
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Tip! Saved searches can be shared with others in your department or anyone who
helps you plan events!
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19 Open your saved search.
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21 Choose "Share" from the drop-down menu.
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22 Click "Select Contacts."

Share Search
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Search for and select the names of the SCU contact that you want to share your
23 R 8 n "
saved search with, then click "Done.

Share Search

Select 25Live contacts/groups to receive a copy of your saved search

Select Contacts

Contacts | % Only Favorites || " Select All H X Select None

24  Click "Share" to send the shared search to your selected contacts.
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