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Navigation Bar 
The Cal State LA-branded navigation bar is always present at the top portion of the page. Clicking 
CAL STATE LA will take you to the Cal State LA website. 

The bar also provides convenient access to the following regardless of where you are within the 
application: 

Clicking 25Live will return you to the Dashboard. 

Clicking Event Form will take you to the online form to request that an event be scheduled. 

Note that event scheduling is not available at this time. 
Anticipated go live for event scheduling in academic space is November 2024. 
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Clicking Tasks will take you to the Tasks page in 25Live where you can search, complete, and 
create tasks. 

The name of the user logged in will appear to the right of the Tasks link. 

Clicking on More will launch a menu of additional pages available to you within 25Live or the suite 
of associated applications (if applicable). 

Find Available Locations Widget 
The Find Available Locations widget can be used to find available rooms for courses. 

Refer to the How to Find a Room for a Course (Quick Guide) for instructions. 

Create an Event Button 
Clicking the Create an Event button will take you to the online form to request that an event be 
scheduled. 
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Note that event scheduling is not available at this time. 
Anticipated go live for event scheduling in academic space is November 2024. 

Go to Search Function 
The Go to Search function can be used to search 25Live for various things including course 
sections, events, and rooms. 

Clicking Go to Search near the upper right corner of the page will take you to the search page. 

Search for Course Sections and/or Events 
To search for course sections and/or events, select Events from the Select Object drop down 
menu. 

Enter defining criteria in the search bar or click on the filters to select applicable criteria. Click 
Search. 

The example below shows a search for Spring 2025 (i.e., 2253) course sections that include the 
phrase “MATH”. 

The search will yield a list of sections and/or events that match the criteria you provided. 
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Search for Rooms 
To search for room records, select Locations from the Select Object drop down menu. 

Click on Categories+, Features+, Buildings+, etc. to select the applicable criteria from the list of 
options. 

Or enter criteria in the search bar. Click Search. 
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The search will yield a list of results that meet the criteria you provided. 

Click on the Name to view the full Location record for that room. 

Search Tips 
• Note that this is simply a method to search for information. For example, searching for a 

room will only yield its Location record. It does not indicate availability. 
• Note that the search bar essentially functions as a key word search. The more specific you 

are with your criteria, the more specific your search results will be. 
• Enter the GET term code to search for course sections by term 
• Enter course info such as subject area and catalog number to search for sections of 

specific courses 
• Note that 25Live uses the phrase “event” to refer to both course sections and events 
• If you have any starred or saved searches, you can search by them by selecting it from the 

Saved Searches (optional) drop down menu. 

Exporting a List based on a Search 
Once you have run a search, you may export the search results by clicking on the Export Results 
link. 
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Clicking on the link will prompt the list to download. You should see a pop up message like the one 
below appear in the lower left corner of your browser. 

Once the download is complete, go to your Downloads folder (or wherever on your desktop you 
typically download files to), right click the file, and select to open the file with Microsoft Excel. 
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Note that the file will include several tabs. The tab titled ‘Event List’ includes the search results. 
Other tabs should be ignored or deleted. 

Saved and Starred Items 
Any time you initiate a search using the Go to Search function, you can save the search and its 
criteria. 

The example below is a search for “large lecture” TEC and TEC Enhanced Classrooms. 

Clicking on Save As will bring up a pop-up box. Enter a name for the search in the Search Name 
field. If you wish to add the search to your Starred items, click Yes. 

The search will yield a list of results that meet the criteria you entered. 
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The search will now always appear as a saved option on your Saved Searches (optional) drop down 
menu. If you added the search to your Starred items, you’ll also notice a star next to its name. 

Help Function 
Clicking on the Help link located in the upper right corner will take you to the CollegeNET 25Live 
KnowledgeOwl page where administrator login is required. This is for Cal State LA administrator 
use only. 

General questions regarding 25Live should be directed to Academic Services at 
scheduling@calstatela.edu. 

mailto:scheduling@calstatela.edu
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