
Creating PREFERENCES Report 

Purpose: The purpose of this report is to view the preferences which an individual has set on course sections. 
Important: In order to view course preferences, you must first create a subject code starred search. 

From the 25 Live homepage, select (Go to Search) 

 
From the Select Object area, select (Events) from the drop-down menu. 

 
Under Quick Search, type in the TERM you are working in:  

 
From the (Cabinets +) tab, select University Academics: Click Done 

                
 

               

  
Next, select the (Organizations +) tab: 

 
From the “Select a filter” drop down menu, scroll down to the bottom, and select (Subject Code) 

 



The master list of all academic course prefixes will appear.  You may select one course prefix at a time, or you may 
select multiple.  ((Note:If you select multiple prefixes, make sure you remember all your selections for the upcoming save of your report name)) 
 
Select Prefix: Click Search 

 

 

 
Your search will now appear as shown above, and you are now ready to save your preferences search 

 

Saving Your Course Preference Search 
Under Quick Search Bar, click Save as 

 
Type in the Name of the Report ~ Check Yes ~ Click Save 

 
 
Your Information to Run Your Preferences Report is Now Saved under the “Saved Searches” File 

 

                                                                                         

 

 



Running the Academic Term Sum With Preferences Report 
 
From the 25 Live home page, select the “More” tab 

 
Under the Navigate to… menu, select “Reports” 

 
Click on Event Reports and Select Academic Term Sum With Preferences  

                     
 
Under Delivery Option – Required, select View This Report Now 

 



Under Report Parameters  

Click  
 

25 Live will now run your report and send directly to your downloads  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

First Day of the Semester 

Last Day of the Semester 

Select the Preferences 
Report You Created 



Opening Preferences Report  

25 Live will place the report in your downloads folder.  The document will need to be saved on your desktop in 
order for it to be converted from its initial state into Excel.  To complete this task: 

1. Open a Blank Excel Document 
2. From the (Downloads) file, click the icon labeled “Show in Folder” 

 
 

 
 
 

3. Click and drag the downloaded document into your Desktop 
4. Go back to the blank Excel document you opened 
5. File ~ Open ~ Find the file from the desktop ~ Open 
6. Excel Now Opens Your Report 
7. Click on the Class Listing Tab at the Bottom of the Excel Worksheet 

 
 

The Document Will Now 
Appear in Your Downloads Folder 



8. Scroll to the Column ((AG))  
9. Partition Preferences  

 


