
Pre-Assigning Specialized Classroom Spaces 
Locating Course Sections Built From Banner in 25 Live 
Purpose: User can easily identify all course sections requiring pre-assignment of specialized classroom space. 
 
From the 25 Love 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 Pre-Assignment of Course Sections 
Important: Users are unable to “BULK” assign classroom locations. Pre-Assignments are done one-by-one. 
 
From the master 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 (Edit Event) 

           
 
Under the Reference Table, click (Locations) 

 
 
From the Locations Search box: Select the dropdown menu titled (Saved Searches Optional), highlight your saved 
building search.  

 



The master list of classrooms will appear below: Find the room required and click Reserve.  

 

 
The below image appears, showing the classroom information.  If correct, click Save 

 

 
Once the system successfully saves the room, the confirmed location will now appear on the top of the screen.  

 

If you need to unassign the location and assign a new location, from the same page above, click on Remove: Click 
Save.   
 

 

 

 

 



The saved location will now appear on the master list of course prefixes. You may now begin assigning the next 
course section.  

 
 

Preassigning Classroom Space with Multiple Meeting Pattern Lines 

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

 
 
Next, select (Edit Event) 

           
 
The below information appears ~ You will select the segment that you wish to pre-assign: 

 

Click the arrow to open the drop down menu 
Select the meeting pattern that requires pre-assigning and follow the above directions to complete the pre-
assignment.   

 


