Using 25Live: How to Run a Report

What is a Report? 25Live has a variety of reports available to the users to allow them to analyze events, location,
resources and other fields. Reports are organized into five sub-tab. When you select a report from one of these
categories, a summary of the report will appear on the left. The summary will tell you which parameters are necessary,
and which are optional. If you'd like to see an example of what the final report will look like, you can click on View
Sample Report above the summary.

To Run a Report for Multiple Objects

Reports can be run on sets of multiple events, locations, organizations, resources, and contacts from the Reports section
of 25Live.

1. Use the More menu in the top navigation bar to go to the Reports section.

Welcome, user — More

L'$ Home: 25Live Pro

Navigate to...
List
Calendar
Availability
Search

(Reports )

Publisher

2. Select a Report to Run
Choose from:

e Starred Reports
o Reports which you have "starred", for easy access later.

Starred Reports Event Reports Location R

Select an item ~ C
| Q, [elect an item |

Location Activity Date/Time Grid ﬂ?

Location Activity Term Grid r

e Event Reports
e Location Reports
e Resource Reports
e Other Reports
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Reports
Starred Reports Ewvent Reports Location Reports Resource Reports Other Reports
Select an item v C

Navigation: Use the Reports link in the More menu from the top navigation bar.

3. Select a Report. Use the dropdown of available reports, then review the description to learn about the report,
its parameters, and output. Use the View Sample Report link to see an example image.

Reports
Starred Reports Event Reports Location Reports Resource Reports Other Reports
Select an item ~ C

Q Select an item l

Py

Daily Room Sheet

Location Activity Date Grid

Location Activity Date/Time Graphic

Location Activity Date/Time Grid ﬂ?
Location Activity Term Grid o
Location Avail By Meeting Pat - Excel

Location Availability Grid Daily

Image: Select a report from the dropdown menu.

4. Complete Report Parameters

a.

When you've chosen a report from the dropdown list, provide a value for each parameter displayed, if the
report uses parameters.
Example: How to Run a Report to view classes in a Specific Location.
i.  Academic Course Sections that are currently scheduled in Large Lecture Spaces for the Fall 2020 Term
a. Start Date: First Day of Classes
End Date: Last Day of Classes
Start Time: Earliest Meeting Pattern Time
End Time: Latest Meeting Pattern Time
Time Intervals: Minutes to Divide the Time Grid on the Report.
Days of Week: Select All, to include weekend classes
Event Search: Academic Course Sections
i. Can also used saved custom Event Searches, Ex. BIO classes search
h. Location Search: Large Lecture Spaces (saved Location Search)
i. Can use any saved custom Location Searches, Ex. Building 3 search
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Location Activity Date/Time Grid v¥ v C

About This Report
Location Activity Date/Time Grid

For each location, this report provides a weekly calendar, organized as follows:

« Event start times are shown in the left column.

Note: An event may start and end at any time during the time bleck in which it appears; exact start and end times are
not listed.

« Each day of the week starting with Monday has a column.

* The event name and reservation name are shown in their scheduled day and time block.

* Areport row is generated for each Time Interval starting with the report Start Time through to the report End Time.
Example: A interval of 60 (minutes) will generate a row for each hour from the report Start Time through to the report
End Time.

Parameters

« Date range.

+ Time span

« Time interval (in minutes)

« Days of the week (optional).

Example: Mo TU we tH Fr Sa Su
« Event search (a saved event search to indicate which events to evaluate)
Be cautious about including date criteria in your event search definition.
They may help the report run faster, but be sure the date span of the event search is wider than the date range
entered for the report parameters.

Select Report Parameters

* Start Date:
Thu Aug 20 2020

End Date:
Sun Dec 06 2020

* Start Time:
7:00 am

*End Time:
9:00 pm

Time Interval:
30

Dayl(s) of Week:

# Sunday ¥ Monday ® Tuesday @ Wednesday © Thursday  Friday  Saturday

" Event Search:
Academic Course Sections vy

Tocaton Searcm:

Large Lecture Spaces vy

« Location search (a saved location search to indicate which locations to evaluate).

Data Included
« Onlyrecords returned by the event search are evaluated for inclusion.
« Only events with assigned locations returned by the location search are included in the report.

Report Delivery Options

® View this report now
© Email this report to yourself
2 Email this report to...

Report Sent for Processing

« Only events and locations for which you have security privileges are included in the report.

View Sample Report

Choose a Report Delivery Option
a. You may choose to view the report now in a separate tab or email the report to yourself or someone
else, including external contacts. You may also include additional text when emailing to someone else.

Report Delivery Options

View this report now
Email this report to yourself
® Email this repert to...

Separate multiple recipients with a comma.

Include this additional text:

Run Report

Report Sent for Processing

Choose Report Format Options
a. Report options often include PDF, Microsoft Excel, Rich Text Format (Microsoft Word), HTML, and plain
text. Format options are not available for all reports. If Report Format Options are not available for this
report, the report will be delivered as a PDF document, unless Excel is specified in the report name.
b. *NOTE- If you are selecting a Large Set of Data, it will take longer than 30 seconds for the report to
download.
i. Example: Selecting All Academic Course Sections for the Entire Term, will take a few minutes to
load and process, since there are thousands of class sections to generate on Campus.
Use the Run Report Button
a. 25Live prepares the report for you to download and save and/or print. You can save or print the report,
as needed, from the new screen.
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Aug 23 2020 - Aug 29 2020

162 1001

|| Location Activity Date/Time Grid

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
8/23/2020 - 8/29/2020 Aug 23 2020 Aug 24 2020 Aug 25 2020 Aug 26 2020 Aug 27 2020 Aug 28 2020 Aug 29 2020
7:00 ALM. - 8:00 A.M.
o . MHR 3010 01 T0008 2207 CHM 2010 01 TAMT 2207 MHR 3010 01 TO00E 2207 CHM 2010 01 73717 2207
8:00 A.M. - 9:00 A-M. MW 08300845 TR 0830-0045 MW 0830-0045 TR 08300045
) . MHR 3010 01 T000& 2207 CHM 2010 01 73717 2207 MHR 3010 01 TO006 2207 CHM 2010 01 T3T17 2207
900 hM - 1000 AM MW 08300045 TR 0830-0945 MW 0B30-0945 TR 0830-D945
. o IBM 3012 01 72116 2207 IBM 3012 06 73784 207 IBM 3012 01 72118 2207 IBM 3012 06 TITS4 2207
10:00 AM. - 11:00 A.M. MW 10001050 TR 1000-1115 MW 1000-1050 TR 10001115
. o KIN 2700 02 73888 2207 IBM 3012 08 TITES 2207 KIN 2700 02 73888 2207 IBM 3012 06 TITE4 2207
1100 A'M'- 1200 PM MW 1100-1150 TR 1000-1115 MW 1100-1150 TR 1000-1115
12:00 P.M. - 1:00 P.M.
: ’ IBM 3012 11 78112 2207 MHR 3010 03 TO00B 2207 1B 3012 11 TH112 2207 FRL 3000 10 73262 2207 IEM 2000 01 T3T76 2207
1:00 P.M. - 2:00 P.M. MW 1300-1415 T1300-1415 MW 1300-1415 R 1300-1415 F 1300-1450
- . IBM 3012 11 78112 2207 MHR 3010 03 70008 2207 IBM 3012 11 78112 2207 FRL 3000 10 T3262 2207 IBM 2000 01 TI7TE 2207
2:00 P-M. - 3:00 P-M. MW 13001415 T1300-1415 MW 1300-1415 R1300-1415 F 1300-1450
BIO 2060 02 TO1T3 2207 CHM 3210 01 73719 2207 BIO 2060 02 TO173 2207 CHM 3210 01 T3T18 2207
MW 1430-1545 TR 1430-1545 MW 1430-1545 TR 1430-1545
» . BIO 2060 02 TO1T3 2207 CHM 3210 01 73719 2207 BIO 2060 02 TO173 2207 CHM 3210 01 73718 2207
3:00 P.M. - 4:00 P.M. MW 14301545 TR 1430-1545 MW 1430-1545 TR 1430-1545
; » CRM 2201 01 T1388 2207 IBM 3012 08 73788 2307 CRM 2201 01 71388 2207 IBM 3012 08 TITES 2207
4:00 P.M. - 5:00 P.M. MW 18001715 TR 1800-1715 MW 1800-1715 TR 18001715
o » CRM 2201 01 T1388 2207 IBM 3012 08 73783 2207 CRM 2201 01 71385 2207 IBM 3012 08 TITS9 2207
500 PM - EOO PM MW 18001715 TR 1800-1715 MW 1600-1715 TR 1600-1715
IBM 3012 04 72826 2207 IBM 3012 0T 73785 2207 IBM 3012 04 72526 2207 IBM 3012 07 TITSES 2207
MW 17301845 TR 1730-1845 MW 1730-1845 TR 17301845
» . IBM 3012 04 T2826 2207 IBM 3012 0T T37T88 2207 IBM 3012 04 72526 2207 IBM 3012 07 TITS8 2207
600 PM - ?00 PM MW 1730-1845 TR 1730-1845 MW 1730-1845 TR A730-1845
. i SOC 2201 03 71838 2207
7:00 P.M. - 8:00 P.M. 1o 21is
o . SOC 2201 03 71835 2207
8:00 P.M. - 9:00 P.M. 18002145
File Name: SpActivityDI TimaGrid_xsl Report Printed on Fab 12 2020 at 2:20 P.M. Page 11

Event Search: Academic Course Sections, Location Search: Large Lecture Spaces

Example: How to Run a Report to view classes in a Specific Location. (Academic Course Sections that are currently

scheduled in Large Lecture Spaces for the Fall 2020 Term)
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