
 
 

                                         25Live Pro 

Reports 
 

Before You Can Run A Report, You Must First Create, Save, And Star A Search 

       Searches 
You can search for and Star: 

➢ Events 

➢ Locations 

➢ Resources 

➢ Organizations  

             
 

Create Searches for Standard Reports 
25Live Pro users can create searches to specify exactly which data (that is, which events, organizations, 

locations, and resources) they want to appear in the report the user is generating.  25Live Pro users can print 

reports or export and save reports in various file formats including PDF, Excel, Rick Text (RTF, Word), HTML, and 

plain text. 

For Example: To Search for the criteria to list all the rooms and their attributes for Gunter Hall, you would 

perform a Search for Keyword “GUNT”.  That search will populate as shown.  Hit the “Save As” button.  (Note: 

the following is just a snapshot of part of the report that will generate.) 

 

Name your search, mark the “Yes” to “Add as a Starred Search”, and then hit “Save”.  

 

 You will have to refresh your browser to get the starred search to show up on your Dashboard. 
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Create Standard Reports 

 

From the 25Live Pro Header, click on the “More” Drop-down.  Select “Reports”. 

 

The Reports page will appear.  Reports are organized into five sub-tabs:  Your 

Starred Reports, Event reports, Location Reports, Resource Reports and Other 

Reports: 

 

 

From those tabs, choose the type of report you want to run from the drop-down selection.  There are hundreds of 

standard reports you can run from these tabs. 

After a report is selected, provide any information or parameters the system requests. If you would like to 

preview how the report will appear or to make sure the report you have chosen will give you the type of 

information you require, you can view a sample of the report by clicking on the “View Sample” link. 

 

Please remember that the event or location search that you will choose comes from previously saved & starred 

searches in your 25Live Pro environment. 
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After you click on “Run Report”, a Notifications window will open to let you know you have successfully 

submitted a report, and a thumb file will eventually appear under the notification OR the download arrow 

at the top of the screen will indicate when the download is ready to open.  

 

If you have trouble with this, try turning off your pop-up blocker. 

     

Open the link, and the data can now be viewed in 

whatever format you have chosen. 

For more advanced reports, save and star 

advanced searches.  Most departments have 

their own search criteria that they can share 

with you.  If you need help with advanced 

searches please email 25LiveHelp@unco.edu. 

TIP: To get back to the 25Live Pro environment from the Reports page, go to the “More” drop-down 

then in the “Go to Tool” drop down pick “25Live Pro”. 

Scheduled Reports 
Several reports have been converted by CollegeNet to a format that allows them to be generated and emailed 

out automatically on a schedule. 

Here is a standard list of reports that have Interactive capabilities: 
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Again, start out by using the More drop-down to select Reports: 
 
 

 
 
 
 
 
 
 
 
Once in the Reports screen, please follow these CollegeNet instructions to set up 
scheduled reports: 

 

 
 
After clicking on the “Reports Admin.” button, if you see this next screen that suggests you do not have 
access to that report.  Please just click on “Schedule Report” to advance to the next screen:  
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