
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) 

 
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 to work in one course prefix at a time, 
or you may select multiple.   
Select Prefix: Click Search 

 

 
 
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.    

      
 
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 

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

 
 
 



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

 
 

Next, Select the ^ tab  

Now, Select the “Edit” icon:  
 
Setting Course Preferences: Click on the (EDIT) button below the Partitions tab: 

 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” 
 

                     

 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.   

                  

 

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: 

 

  
It is 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.   

                                                                                

 

 

 

 

 

 

Lecture Line 

Lab or Breakout Line 



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: 

                                            

 

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” 

 

 

 

 
 
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 

You Must Assign the SAME Preference to this CRN# 


