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Proposed Training Methodology and Delivery.   
The in-person format of training will allow the user to ask questions, hear an explanation for why 
the procedures were written a certain way, receive tips and avoid pitfalls, and hear others’ 
questions in the group.  In-person training allows a broader narrative of the background, context, 
and explanation to be shared by the trainer.   

 

Purpose 
To provide procedure for a department scheduling contact to submit a room request via 25Live. 
 

Related Policies and Regulations  
Along with the adoption of Banner as the Student Information System that will be used campus 
wide, the Office of the Registrar/Academic Scheduling will be implementing Series 25/25Live as 
the classroom scheduling software that interfaces with Banner.  All course information with the 
exception of classroom assignments will be entered in Banner.  Classroom assignments (via 
scheduling algorithm Scheduler 25 and manual scheduling) will be made in 25Live and put in 
the course sections in Banner via a transactional process. 
 
Academic Scheduling, once scheduling procedures in 25Live have been mastered and 
documented, is charged with providing 25Live scheduling training to the scheduling contacts in 
the academic departments. 
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Impacted Departments  

1. Academic departments 
2. Office of the Registrar – Academic Scheduling 

 
 
  

Procedures 
 
1. Locating desired course section  
 

a) Sign in to 25Live with your username and password 

b) Click:  Events tab 
 
c) Verify you are on the Search for Events tab 
 
d) Click:  More Search Options link 
 
e) Click:  Cabinet pull-down menu and select desired term (not a spot-scheduling  
 cabinet) 
 
f) Click:  Edit link besides the Types heading.  Select Section and click the Done 
 button 
 
g) Click:  Edit link besides the Organization heading.  Select course’s department  
 and click the Done button 
 
i) Click:  Go button 
 
j) Output will appear below the search criteria options.  For this procedure,  
 it’s recommended to use the List layout 
 
k) Screen should appear similar to the following: 
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2. Submitting a room request for a course section 
 

a)       In this example, course section is CHEM-001B-001, and desired room is BRNHL  
B118 

 
b)  Click:  desired course section in Name column 

c) Verify you are on the Details tab (click tab if not) 
 
d) Click:  Edit This Event.  You will be taken to the Event Wizard 
 
e) Click:  Next button four times or until you reach the Add, remove, or edit  
 Locations section  
 
f) Click:  Advanced Search 
 
g) Click:  Categories box and select Classroom – General Assignment 
 
h) Slide:  Capacity mechanism until it includes at least the desired head count 
 
i) Click:  Search 
 
j) Screen should appear similar to the following: 
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 k) Click on desired classroom.  Verify selected room appears with event details on  
  left side of screen before clicking Next 
 
 l) Add, remove, or edit Resources:  skip; Click Next 
 
 m) Select Custom Attributes:  not available.  Click Next 
 
 n) Edit Contacts for this event:  skip; click Next 
 
 o) Edit Categories for this event:  skip; click Next 
 
 p) Edit Additional Comments:  if desired, notate any other desired classrooms or  
  buildings for the course section.  Then click Next 
 
 q) Edit the Event State:  change to Draft 
 
 r) Click:  Save 
 
 s) Screen should appear similar to the following: 
 

Course:  CHEM-001B-
001 
Expected head count:  
288 

Advanced Search was 
used to ensure only GA 
classrooms come up 

Desired room 
came up available 
(green check) 
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t) Academic Scheduling will review room requests (i.e., events in Draft state 
 with a room preference) 
 
u) If room can be assigned to the course section, Academic Scheduling will change  
 the event state from Draft to Confirmed.  See following example: 

 

 
  

Rooms can’t be scheduled 
for events in Draft state; 
they are attached as a 
preference 



Room Scheduling in 25Live 
Page 6 of 6 

 
 
 
v) After saving edits, Academic Scheduling will direct 25Live to transfer the room 
 assignment to Banner via the transactional process 
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