Emailing Event Details

25Live allows you to email event details, including attachments, to contacts and outside
email addresses.

To Email Event Details
1. Navigate to or search for the event.

Use your favorites events section on the dashboard or search for the event, then
click on the event name to go to its details view.

2. Select the Email Event Details option.

In the main Details section, use the More Actions button to select the Email Event
Details option.
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Image: The Email Event Details option is in the More Actions menu.

3. Complete the Related Recipients sections.

In the first sections of the dialog that are shown, check the boxes next to the event
roles to add Related Recipients. You can add each role as the To, CC (carbon
copy), or BCC (blind carbon copy/hidden).
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Image: You can add a variety of Recipients or type in outside email addresses.

You can also type in Additional Recipients addresses separated by commas for
individuals that are not in related event roles. You may use these fields to add any
email address, including contacts outside of 25Live.

4. Optionally add attachments.

In this section, you have the option to check boxes to add a number of standard
reports as PDF attachments, including event confirmation, invoice, iCal file, and

more.

You may also upload files to attach to the email. We recommend not uploading files
larger than 10 MB.
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Image: There are many attachment options as well as the ability to attach your own files.

5. Optionally edit the Subject line and add body content.

You can edit the default email subject line that will be used. There is also an option
to type custom text that will appear in the body of the email.



Subject: A Cappella Performance (2014-AABFMN)

Message Body  Check the checkbox to include Event Details. Add a custom message if desired.

“nclude event details in body of message
Image: The final fields to complete are for the subject and body of the email message.

Tip: Including Event Details in Body of Message

Below the Message Body field, you can check the Include event details in body of
message checkbox. If checked, the event details will follow the custom, typed body content
in the email.

Brown Bag Lecture Series (viewin2sLive)

Note from Your, Username
Hi there

Event Details

Title Brown Bag Lecture
Series: Van Gogh

Event Type Training
Reference 2016-AACJCR
Event State Confirmed

Primary REGIONAL ARTS
Organization COUNCIL

Summary Wed Dec 12
12:00 am - 1:00 am

Location(s) Assigned:
RPL 332

Resource(s) Assigned: AV
- Screen - 8'

Requestor Your, Username
Scheduler Exampleson, Jane P.

Image: Event Details email with details in body of message.

6. Send the email.
Use the Send button to send the email.

After sending, you receive a browser alert informing you that the email sent
successfully. If you chose to upload any large attachments, you may experience a
delay before seeing the success message.



