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25Live Pro Creating and Editing Searches

Navigating to the Searches Page

First you need to go to the search section of the program. When you first log in, you may be

taken to the searches page or to your dashboard.
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If you are taken to your dashboard, there is a Go to Search button that you will need to “click”

to be taken to the search page.
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To get started, you may need to “click” the reset button.

Once you are at the searches page, there are a few things to know before you start creating and editing
searches.

Things to Know Before Creating or Editing a Search

There are a few different options that you need to know before you start creating or editing asearch.
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The Select Object optionis the first thing that you need to be aware of when creatingasearch.

When the Select Object is setto Events, it meansthat anything entered into the search barwill be
searchingforthat event.

When the Select Objectis setto Locations, it means that anythingenteredinto the search barwill be
searchingforthe location. It will NOT be searching foran event at that specificlocation.

When the Select Object is setto Organizations, it means that anything enteredinto the search barwill
only be searchingfora specificorganization. It willNOTbe searching foran event that the location was
hosting.

When the Select Objectis setto Resources, it means thatanythingenteredintothe search barwill only
be searchingforresources. It will NOTbe searching foran event with that specificresource.
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When the Select Objectis setto Tasks, it will only be searching foryourspecifictasks assigned toyou.

*The most commonly used Select Object is set to Events because it is searching for a specificeventand
all of its details.*
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The Quick Search option allows foryou to enteran event’s name orreference number. However, if you

toggle the optionto be at the Advanced Search option, you will be able to create a more complex
search.

Recently Viewed

Select Object: v Events v

Saved Searches (optional) v

| Q |saved Searches (optional)

Quick Search Advanced Pre-Defined Groups
Search Events Featured Events x @
Your Starred Events
More Options v Events In Your Starred Locations Reset | Save As m
Events Using Your Starred
Resources

Events Sponsored By Your Starred
Organizations

The Saved Searches bar allows foryou to view pre-defined searches, as well as, your previous searches.
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Creating a Search

If you are wantingto justfind an event, you can just doa Quick Search and simply type in whatyouare
looking for. However, if you are want to create a more complex search for more than just one event,
thenyouwill needtodoan Advanced Search.
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Once you toggle to the Advanced Search option, you can see thatan Add Criteria button appears.

The Add Criteria button will allow for you to customize yoursearch to help narrow down the results that
you are wanting.
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The Add Criteria button allows for many options to drop down. The optionsinthe list will helpyou
narrow down yoursearch.

Once you figure out what criteriayou are wanting, you will “click” itand it will appearinyoursearch.
You will then need to add informationthatyou are wantinginto that criteria.
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You can see that the specificresource criteriaand thatitis currently blank. You will then need to click
editto enterthe informationinthatyou are wanting.
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Once you “click” edit, you can see that a search bar appears for you to enter what specificthingyou are
looking for.
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By “clicking” criteria, you can continue to add different criteria until yoursearchis complete.
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When you add more than one criteria, you will notice thatan option for “and” or “or” appears. Thisis
importantto rememberto be aware at whatit isset at.

And means that you are wantingthe search to pull all of the criteriathat you entered.

Or means that you wanting the search to pull one criteria OR the other, not both.
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Once you figure out whatall criteriashould be in yoursearch, you can either “click” the search button
and/or “click” the save buttonto keepitinyour saved searches.

Save Search X

Search Name: | |

Add to starred searches: No
o Yes

Save

!

You will be able to name your search and determineif you would likeitto be saved as a starred search.
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Editing a Search

Editinga search means that you have created a search already and just want to tweak somethinginthe
search.
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More Options v Reset | Save As

The firstthingyou needtodo isto go to the searches page.
Once you are there, youwill need to find the search that you are wanting to edit.

Please note, you can only edit the searchesthatyou created or someone shared with you. You cannot
edita predefined search.
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To find the search you are wantingto edit, “click” the Save Searches (optional) down area.
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Space
More Options Test Search I Reset | Save As m
All of Your Event Searches
[Copy]
Linen(45days)/WO0/Cust/Zoo ..
[Copy] Tent&Conf-thru May 31,
The drop down arrow will allow foryou to view all of the searches.
“u_1i AL H .
You can then “click” which search you want to edit.
Recently Viewsd v | ®Hep
Select Object: h Events v Test Search v
Quick Search Advanced
Test Search

Search Actions +

Reset | Save SaveAs

Calendar & Future Only =

All Dates Choose Columns CcC ®
Once you find the search you want to edit, you can “click” on itand it will appear.

You can see that the search that you “clicked” isin the search bar and thatthe resultsforthatsearch
will appearbelow.

Recently Viewed v | @Help

Select Object: = & Events v Test Search v

I Quick Search Advanced I

Test Search

Search Actions +

Reset | Save Save As

Calendar & Future Only =
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You will then need totoggle to the Advanced optionto “open upthe search” or editit.
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Quick Search gl Advanced
Test Search
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x
X
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Search Actions v Reset | Save SaveAs

Once you toggle itto the Advanced option, you can see that the search criteriaappears.
You can then add criteria or change things to that specificsearch.

Before youleave the search, you will want to save your changes.

Ouick Search ) Advanced
Test Search

Specific Resources x

Include Any &

AND %

Specific Locations X

3 GEMML ROTUNDA

GEMMLRADCT2 X GEMMLRAOCT3

Add Criteria

searen fetone

You can do that by “clicking” the Save or Save As option.
Save means that you are saving that editin that particularsearch.

Save As means thatyou are savingthat search as a new search.
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Sharing Searches

25Live Pro givesyou the option to share the searches that you created with others.

You can do that by opening up the search that you are wantingtoshare.

Recently Viewsd

v | @tep
Select Object v Events v Saved Searches (optional) v
| Q [saved Searches (optional)
Quick Search Advanced Pre-Defined Groups
Search Events Featured Events x @
Your Starred Events
More Options v Events In Your Starred Locations Reset | Save As m
Events Using Your Starred
Resources
Events Sponsored By Your Starred
Organizations
Once you find the search you want in from the drop down arrow, you can open the search.
Recently Viewsd v | (DHep
Select Object: h Events v Test Search v
Quick Search Advanced
Test Search
Search Actions + Reset | Save SaveAs
Calendar & Future Only = Future Only FIEES Choose Columns CcC ®
H “_|: A" :
From this screen, you can “click” the Search Actions button to share yoursearch.
Recently Viewed ~ | (DHep
Select Object: L Events v Test Search v
Quick Search Advanced
Test Search
Search Actions ~ Reset | Save Save As
Share
Bulk Edit
Calendar gﬁtf“h Seach & Future Only = Future Only [BECS Choose Columns (3 (3
riteria
Name ~ Tige Delete rganizati Type Categorie Your Role Start Date Start Time Creation State Locations Resources Scheduler

You will then “click” the Share button to start the sharing process.
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Share Search

Select the 25Live user contacts to receive a copy of your saved search, which they can use as is or modil

x ‘ [ & Only Favorites | ./ Select All | X Select None]

Once you “click” the Share button, this search box will appear. You can then enterin the individuals who
youwould like to share the search with.

Share Search

Select the 25Live user contacts to receive a copy of your saved search, which they can use as is or modify as needed.

COI'l‘hctsI mar| x] [ % Only Favorites | 7 Select All | X Select None X
[ Aiello, Maria maiello@clarion.edu w Franchino, Mark 0 Lepore, Mark 0 McCarthy, MaryPat
R R vizartz@clarion.edu rehabscience@clarion.edu mmccarthy@clarion.edu
|| Aiello, Maria keinonia@clarion edu _ i
D Franchino, Mark D Martin, Ken kmartin@clarion.edu D Sanko, Marc msanko@clarion.edu
Buchanan, Mary mfranchino@clarion edu M Baugh M Beth S M
mbuchanan@clarion.edu at Mari ] lason-Baughman, Mary Bef pencer, Marcus
atesman, Maria nssiha@clarion.edu mspencer@clarion.edu
Conrad, Mark mcgatesman@clarion.edu
. : McCarthy, Mary Pat Trombetta, Marcy
mconrad@clarion.edu D
deltazeta@clarion.edu MRUPP@CLARION.EDU

Once you typeintheindividual’sname, you canthen checkthe box beside theirname.

Share Search

Select the 25Live user contacts to receive a copy of your saved search, which they can use as is or modify as needed.
EDIT
X Gatesman, Maria

Thisscreenwill appear, and then you will need to “click” Share Search and your search will then be
sharedto that individual.
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Deleting aSearch
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If you are done usinga search, you have the option to delete it.

Select Object: = k] Events v Test Search

Quick Search Advanced

Test Search

Recently Viewed

v | @Help
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& Future Only =

Reset | Save SaveAs

Future Only [RIIEEICE Choose Columns CcC @

You will needto goto the search screen and “click” on the search that you are wantingto delete.

Select Object: = k) Events v Test Search

Quick Search Advanced

Test Search

Search Actions

Calendar

& Future Only =

Thenyou will needto “click” the Search Actions button.

Select Object: L] Events v~  Test Search

Quick Search Advanced

Test Search

Search Actions ~

Share

Bulk Edit

Calendar pefreshSeaich & Future Only =
Criteria

Name ~ Tife Delete

Irganizati Type Categorie Your Role Start Date Start Time

Once you “click” that button, the delete search option will appear.
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Are you sure you want to delete this search?
Test Search
Yes Mo
Quick Sefr
Test Search

Search Actions v

You will then “click” the delete button and amessage will appear.

Reset | Save Save As

You will then “click” the yes or no button. If you “click” the yes button, thenyoursearch will be deleted.
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