Setting Course Preferences
Locating Course Sections Built from Banner in 25 Live

Purpose: User can easily identify all course sections that require a preference to be set.

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

™ 25Live (< EventForm [ Tasks Danielle Herrington

[ 1 Go to Search Recently Viewed v | (3 Help

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

Select Object: | [\] Events v
i Locations

= Organizations
4p Resources

*Z| Tasks
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Under Quick Search, type in the TERM you are working in:

Quick Search Advanced

202508

G} Hint! Type :: to use SeresQL

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

® University Academics 1 University Athletics 0 University Events m

Next, select the (Organizations +) tab:
Cabinets + - Organizations + Types + Categories + States +

Cabinets + Organizations + Types + Categories + States +

From the “Select a filter” drop down menu, scroll down to the bottom, and select (Subject Code)
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The master list of all academic course prefixes will appear. You may select to work in one course prefix at a time,
or you may select multiple.
Select Prefix: Click Search

AADS cM EHS HS
ACCT COM ENED IAD
AIAE COMM v ENGL- IEP
AMST CPE ENGR IET
ANIM CRJU ENGT IHS
ANTH CRS ENTR INCM
ARCH Cs ENVS INED
ARED CSCH ES INS
ARH CSE FILM INTS

Reset | Save asm_

The below search now reflects all course prefixes on the subject code(s) you selected. At this point, you can save
this prefix as a “starred search” and use to easily go back to this search, or you can begin working on assigning
courses into specialized classroom space.

Name Title Type Start Date Locations Weekly Pattern
ENGL 1101 001 84344 202508  English Composition | A _ Kennesaw Campus Mon Aug 18 2025 MWE
ENGL 1101 002 84345 202508  English Composition | - A - Kennesaw Campus Mon Aug 18 2025 MWE
ENGL 1101 003 84346 202508 ~ English Composition | A _ Kennesaw Campus Mon Aug 18 2025 MWE
ENGL 1101 004 84347 202508  English Composition | A - Kennesaw Campus MonAug 18 2025 MWF

ENGL 1101 005 84349 202508 ~ English Composition | Mon Aug 18 2025 MWFE

A - Kennesaw Campus

Begin Setting Course Preferences
Important: Users are unable to “BULK” assign class preferences. Preferences are done one-by-one.

From the mast list of course sections, click on the Name of the course
Name
ENGL 1101 001 84344 202508

ENGL 1101 002 84345 202508

If you created a starred Event Search, it will appear on your 25 Live Homepage as seen below:

Your Starred Event Searches ~

k] Fall 25 ENGL Courses o




The section information will now appear. On the top left side of page, select (Occurrences)

Details -} Calendar Task List Scheduled Emails

Event Preferences MWF 1010-1100 CLAS 08/18] A

Next, Select the " tab ‘
Event Preferences MWF 1010-1100 CLAS
Now, Select the “Edit” icon: 08/18

Setting Course Preferences: Click on the (EDIT) button below the Partitions tab:

This event has the following preferences
Features:
{(none)

Partitions:
{(none)

=y

Locations:
{(none)

=%

Resources:
{(none)

m A master list of all buildings will now appear: You may select up to 4 building partitions
Next, select your building choice(s) and click “Done”

Fifth Third Stadium Carmichael Student Center Math and Statistics
3201 - School of Conflict Chastain Pointe Music Building
Management Clendenin Building Pilcher Public Service Bldg
3305 Busbee Drive Convocation Center Prillaman Health Sciences

=) |/ Academic Learning Center = English Building Science Building

=) /| Bagwell Education Building J.M.Wilson Bidg. Science Laboratory Building
Balley Performance Center » Kennesaw Hall Social Sciences Bldg
Burruss Building KSU Center Town Point

This event has the following preferences
Features:
(none)

Partitions:
Academic Learning Center

Bagwell Education Building
English Building

Kennesaw Hall

Your preferences will now appear

25Live automatically will save your preference. If you need to edit, click Edit. If you need to remove, click Remove.



To set another course preference, you will click on the back arrow key 2 times to get back to the original
homepage of your course selections.

- “| > C 2% 25live.collegenet.com,

To Set a Course Which Has Multiple Meeting Pattern Lines

Follow the same steps above: however, you will see the multiple lines to set the preferences as pictured below:

Edit Mode
off g on
Event Preferences MWF 1010-1100 CLAS 01/12 ~ Lecture Line
Event Preferences W 1230-1515 LAB 01/14 A Lab or Breakout Line

Itis also important to note that 25 Live will “NOT” show you courses which you assigned preferences to. You are
welcome to “star” your course preference on the homepage or keep a detailed spreadsheet on CRNs which you
have worked on. If you “star” your course lines, you will need to clean your 25 Live homepage after preferences
have been completed.

Name
- ¢ ENGL 1101 001 84344 202508
# w ENGL 1101 002 84345 202508
ENGL 1101 003 84346 202508
# % ENGL 1101 004 84347 202508

- ¥r ENGL 1101 005 84349 202508



Crosslisted Course Sections: Setting Preferences ((Face to Face ONLY))
You can set preferences on crosslisted sections — however, it is important to note that you must place the exact
same preference on ((ALL)) courses within the crosslist in order for the optimizer to assign classroom space.

The example below will show you how to recognize a crosslisted class and provide the matching CRNs associated
with the crosslisted pair:

MName Title
ENGR 6120 [}11535?' 202601 Applied ENGR Mathematics

From the main menu - a F2F course that has been crosslisted with another F2F section(s) will appear with (XL)
after the section number as shown above. To find the other CRNs that are associated with this course: click on
the course information from this menu.

Under the Details tab, the course information appears.
Under (Event Relationships) you will find the matching CRNs within the crosslisted group, called “Bound Events”

@ ENGR 6120 01 XL 15357 202601 ¥
Applied ENGR Mathematics

Details Occurrences Calendar Schedule Task List Lynx Audit Trail Scheduled Emails
General ~
Event Name : ENGR 6120 01 XL 15357 202601 @
Event Title : Applied ENGR Mathematics g
Event Type : M - Marietta Campus v
Organization : ENGR W v
Organia

N Select Organizations
Organizations:

Scheduler: interface, lynx -
Instructor: Khazaei, Ali -
Head Count : expected 40 g

registered 0
Description : Instructors: Khazaei, Ali
Comments : Instructors: Khazaei, Ali ©
Internal Notes :
Confirmation Text : ®
Attached Files :

Upload a file

Tasks Completed A
Approvals : 0/0 _View this event's Task List
Assignments : 0/0
To Do's : 0/0
Event Relationships A

0112

If you have a F2F course section that is crosslisted with an ONLINE section
1. You will NOT see the ONLINE section in the main menu of classes

2. You only have to set the preference on the F2F section



