
 

Getting started with 25Live® 
LOGIN & UPDATE CONTACT  INFO 
 
How to login into 25Live® for the first time: 
1.​ Go to the 25Live link (https://25live.collegenet.com/pro/doane#!/home/dash) and log in with 

your normal Doane email and password (we recommend adding a bookmark for this link for 
future use). 

 
TIP! Recommended browsers that work best with 
25Live are Google Chrome or Microsoft Edge (for 
MAC users). Safari is NOT recommended… it will 
work, but not well.  
 
TIP! While there is NOT an app for 25Live, it DOES 
scale well for use on a mobile device. 
 
 
 
 
 
 
2.​ Once you log in, you will be brought to the main dashboard. In the right hand corner, click 

the “More” dropdown menu.  

 
       
Then click on “User Settings”.  

    
 
 
 

 

https://25live.collegenet.com/pro/doane#!/home/dash


 

On the “User Settings” page you can edit and update your personal account 
information. Make sure to press “SAVE” when you have finished.  

 
 

4.​ Return to your main Dashboard by clicking on the “25Live”.  
 
 

 
 
                  The top navigation bar 
is available on every screen and 
will help you access the main 
parts of the application including: 
 
Event Form - See the instructions 
for how to schedule an event or 
reserve a space in the training: 
25Live Submitting an Event 
Request Form  
 
Tasks - A "task" is an actionable 
item that needs to be responded 
to such as a location/resource 
assignment request, approval or 
an FYI notification assigned to 

one or more 25Live users. Location/resource assignment requests and approval/FYI notifications are 
automatically generated by the system based on workflow setup. To Do tasks are created manually by 
25Live users and can be assigned to themselves or other users.  
 
The MORE button - This expandable menu provides you with additional links and options.  
 
 
 

 

https://docs.google.com/document/d/1CHfgcLpP5woYSFfNTSYUZwvCZ292XXjMZ1zFyHhGSDc/edit?usp=sharing
https://docs.google.com/document/d/1CHfgcLpP5woYSFfNTSYUZwvCZ292XXjMZ1zFyHhGSDc/edit?usp=sharing


 

Your Dashboard has been set up for you with the items we feel you will use the most and 
includes: 

●​ QUICK SEARCH - (on the left) This widget allows you to search for events, locations, 
resources and organizations. Simply type in one or more keywords for the type of object 
you want to search for, and use the search button(s) to continue.  

●​ Express Scheduling:  This quick form is an easy, direct way to schedule simple events 
in Doane common spaces that are immediately available without the need for additional 
approval, such as library study rooms and some conference rooms.  See the 25Live 
Express Scheduling instructions 

●​ Your Upcoming Events:  This widget shows the events which you have requested 
and/or scheduled and allows you to go straight to those events. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

 

https://docs.google.com/document/d/1MhdT71t7Xv7BT7Ox_ruReTlrWWKGExPZehaYrF7J3e8/edit?usp=sharing
https://docs.google.com/document/d/1MhdT71t7Xv7BT7Ox_ruReTlrWWKGExPZehaYrF7J3e8/edit?usp=sharing


 

5.​ One of the most important places you should know about while using the 25Live 
software is the “HELP” button.  
 
25Live has developed a very robust knowledge base where you’ll find all product help, 
resources, best practices and training information. Simply click on the “HELP” button in 
the top right corner of the screen and search for the topic you need help with.  

 
 
 

QUESTIONS?  
 
If you are simply stuck and need more help, or find something that doesn’t quite make sense 
for a reservation, room, or other space, please be sure to contact Doane’s Event Service 
team by email, google chat or phone and we will do our best to help you! 

 
Patty Lavelle - Manager of Event Services 402.826.6775 
Bella Galindo - Event & Conference Coordinator 402.826.6728 
events@doane.edu  

 

mailto:events@doane.edu

