
Creating an 
Advanced Search in 25Live



25Live is Middlebury’s Institutional System of Record for all dedicated use of 
schedulable space on campus. Much like other search engines, 25Live gives 
users the ability to create a search based on specific, customizable criteria.  

This guide will walk you through the specific steps that can be taken to create 
your own personalized Advanced Search, in addition to highlighting Public 
Event Searches that are available to all users across campus. 

For individualized help, please contact your system admin directly at 
kpolhemus@middlebury.edu.  

mailto:kpolhemus@middlebury.edu


Navigate to 25Live in your web browser 
by using the go link (go/25Live/) or the 
URL 
https://25live.collegenet.com/pro/mid
dlebury#!/home/dash

With Single Sign-On, you should be 
automatically logged into your 25Live 
account if you are currently logged into 
the Middlebury environment. 

Please contact your system admin 
directly at kpolhemus@middlebury.edu 
if you are experiencing issues logging in 
to 25Live. 

Once logged in, you should be 
immediately directed to your 
dashboard, which will look similar to 
the screenshot to the left.  
 

https://25live.collegenet.com/pro/middlebury#!/home/dash
https://25live.collegenet.com/pro/middlebury#!/home/dash
mailto:kpolhemus@middlebury.edu


An Advanced Search is created using 
25Live’s search function, found by 
clicking “Go to Search” on your 
dashboard. 

Advanced searches can be 
favorited/bookmarked/“starred” so 
they are easily accessible from your 
dashboard. 

This guide will walk you through 
the process of creating an 
advanced search using one 
specific scenario. In this scenario, 
we will create a search for events 
in the 4:30-6pm time slot for the 
fall 2025 term. 
 



This is the default view for the 25Live search function. A “Quick Search” is a simple keyword search, which is useful if you 
need to quickly find a specific event. Please note that you can run searches on different “objects” in 25Live – Events, 
Locations, Organizations, and Resources are all searchable objects. Please ensure you have selected the “Events” object 
from the dropdown menu.   
 



To begin creating your Advanced Search, toggle from “Quick Search” to “Advanced.” This will open up the query box to 
which you can begin adding your customized criteria. 

**Please note – this toggle is not a click & drag toggle! Simply click on the words “Quick Search” or “Advanced” to toggle 
between the two. 
 



In this scenario, I would like to run a search for events currently confirmed or 
requested during the 4:30-6pm time slot during the upcoming fall term. I am 
planning a guest lecture, and would like to avoid scheduling it on a date where I 
may be competing with similar events on campus. 



I should begin by narrowing in on the 
time slot. This can be done by adding an 
“Occurrence Date” criterion. 



I choose my specific start and end time, first and last day of the fall term, and omit Saturdays & Sundays from my search.



Next up, I want to narrow down the type of events that are scheduled in the 4:30-6pm time slot. Click “Add Criterion” and 
select “Event Types” from the dropdown menu. 



Once the "Event Types” criterion has 
been added, click on “Select Types” to 
narrow down your search. 

I’ve selected Exhibitions, Lectures 
Readings & Talks, Performances, 
Screenings, and Symposia & 
Conferences, since I don’t want to 
compete with other events designated as 
such. 

**Please note – searches for some 
criteria can be based on inclusion or 
omission. Within the criterion search 
box, choose from “Include Any” or “Does 
Not Include” in the dropdown box. For 
example, if I wanted to search for events 
of all types except for Athletics events, I 
could switch from “Include Any” to 
“Does Not Include” and select only 
Athletics event types. 



Lastly, I want to limit my 
search to tentative and 
confirmed events. This will 
omit any events that have 
already been canceled. 

Select “Event States” from the 
dropdown list of criteria, and 
select “Tentative” and 
“Confirmed” from the list of 
options. 



Once I’m satisfied with my search 
criteria, I click “Search” to view the 
results. 

Then, click “Save As” to save, name, and 
favorite/”star” this advanced search. 

Once saved, this Advanced Search will 
be saved on my account in perpetuity, 
until I decide to amend or delete the 
search. 



Understanding how to view your search results is just as important as understanding how to create your Advanced 
Search. By default, 25Live presents you with the List view of your results. The List view is helpful for viewing additional 
details such as resources, event type, contact roles, etc. Columns can be customized by clicking “Select Columns”. 

You can also choose to view Recent & Future events included by your Advanced Search (future events, plus any events 
from the past ~2-3 years), only Future events, or events from All Dates (from the past 10 years.)

You can sort the data by any columns that have a small dash on the right-hand side of the top row. 



I find the Calendar view to be most helpful in scenarios such as the one outlined in this guide. By default, 25Live shows 
1 week of the calendar view. You can select more weeks from the “Weeks” dropdown. Additionally, you can amend your 
own default view in your user settings. You can jump to any date by clicking on the date range and selecting a specific 
date on the dropdown calendar.   



Lastly, we have several Public Event Searches that are available to all users on campus. These can be found by 
navigating to the search engine, searching the “Events” object, and scrolling down to the bottom of the “Saved 
Searches” dropdown menu. 

**Please note that most of these Public Event Searches only search for events that are confirmed and published to the 
public-facing Middlebury Event Calendar (middlebury.edu/events/)



As you can see from this guide, the 25Live search function allows us to create incredibly customized Advanced 
Searches. We can choose from a long list of different criteria and tailor our searches to fit each unique scenario. The 
example given in this guide is a relatively ‘basic’ Advanced Search, and could be personalized further with the inclusion 
of specific orgs, specific locations, etc.

We are happy to help guide users in creating unique Advanced Searches based on individual needs. Please contact your 
system admin (below) to request individualized help. 

Katie Polhemus
Assistant Director, Event Management
kpolhemus@middlebury.edu
(802) 443-3546   
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