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CLSS Basics & FAQs 

Basic Steps 

 

1. Step 1: Get Scheduling Access to CLSS 

CLSS editing access is restricted to those who are responsible for scheduling their 

department's classes. 

 

If you need to request CLSS access for the first time or need access to edit another 

department, please email registrar_rooms@umontana.edu. Although users can see all 

schedules, an individual is only able to edit the schedules they have access to. 

 

2. Step 2: Log in to CLSS 

Use this link to sign in:  

https://umt-next.courseleaf.com/wen/ 

 

Log in using your UM SSO (your NetID and Password). If encountering difficulties 

logging in, it's possible that the individual doesn't have a CourseLeaf user account. 

Contact registrar_rooms@umontana.edu to verify user account status. 

 

CLSS contains historical terms, current terms, and future terms. Historical terms are 

archived as non-editable. Current terms are published in Course Search. 

 

Choose the instance (semester) to be edited. 

 

 
 

 

 

 

 

 

 

 

 

 

 

https://umt-next.courseleaf.com/wen/
https://reg-prod.ec.umt.edu/StudentRegistrationSsb/ssb/term/termSelection?mode=search
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3. Step 3: Finding Unit (Department) 

Double-click on a term to open it, then find the unit in the list of scheduling units. Only 

the approved schedulers listed for a unit can make edits to that unit’s sections. Double-

click on the unit line to open its schedule. 

 
 

4. Unit Homescreen 

The top navigation shows the term you are working in and the department. Click the term 

to return to the list of departments. Click CourseLeaf/CLSS to return to the CLSS 

homepage.  
 

 
The next line shows how many courses you have scheduled, and how many individual 

sections are scheduled. Next, you will see what Phase and Mode your schedule is in. If 

the schedule is in Design Mode. 

 
 
Each course shows the subject and catalog number and the long title. 
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The scheduling unit screen shows a list of courses with existing sections. By default, the 

list only shows courses with sections. To view sections of a course, double-click on the 

course shell. In the image below, ACTG is the course shell, and the sections are nested 

below, each displaying the CRN, section number, instruction type code, instructor, and 

schedule. 

 
 

To expand all courses with scheduled sections, click the opposing arrows near where the 

number of courses and sections in the unit are displayed - the converging arrows next to it 

will collapse all the lines again. 

 

 

To view all active courses available to a scheduling unit, including those without 

sections, check the box labeled "Show courses with no sections" in the top right corner. 
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5. Viewing a Section 

Double-click on a course to view all scheduled sections. Section number, component, 

instructor, meeting pattern, topic title, and any linked sections will be shown. 

 

Double-click a section to view or edit and existing class. 

 Click the green plus to the right of a course to add a new section. 

 

6. Adding New Section 

Click the green plus to the right of a course to add a new section. 

 

 
 

The Create Section pop up will appear. 

 

 
Details for completing each field are below under Editing a Section (Detailed 

Instructions). 
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7. Validate & Submit in Design Mode 

**Be sure to reach out to all of the schedulers that have access to edit your unit 

before validation to verify all changes to the schedule have been made before 

starting the workflow in Design Mode.**  

 

If submitting a schedule for the first time, click "Validate" to complete the submission. 

The CLSS Scheduling team and Approvers will not be able to see the schedule unless this 

step is completed. Additionally, new sections and any changes to existing sections will 

not be sent to Banner unless they are validated. If the schedule is rolled back for any 

reason, validation must be done again. 
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Once CLSS runs its rule validation process and all errors have been fixed if any, a button 

called Start Workflow. Click it to send the schedule to the Class Scheduling Team and 

Approvers. (“Admin Save” button will not appear as displayed below in screenshot) 

 
FAQs 

 

What is CLSS? 

CourseLeaf Section Scheduler (CLSS) streamlines how colleges and universities determine their 

class sections each term—everything from inputting, editing, validating, approving, and updating 

the sections. 

 

Why is a Course Not Showing in the Unit (Department)? 

The unit home screen only shows classes that have already been scheduled for a term. To view 

all available courses in the course catalog, click “Show courses with no sections.” 

 

 
 

If still not visible, it may not be in the catalog. If a proposal was recently submitted please check 

CIM to see if the Status is Registrar. If in the status Registrar reach out to the 

Curriculum Management Team by emailing catalog@umontana.edu and 

mailto:catalog@umontana.edu
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facultysenate@umontana.edu. Once added to Banner it will show in CLSS the day after they 

have been processed.  

 

How to Find the Status of an Item in the Workflow 

Design Mode: You can find where an item is in the workflow at the top of the unit's page. 

 

 
 

Refine Mode: You can find where an item is in the workflow at the bottom of the form. 

 

 
 

mailto:facultysenate@umontana.edu
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Why Can't I Find the Instructor? 

The dropdown list of instructors only show those assigned to the unit. If they are not in the 

dropdown, click Other... and search again. This will search all instructors at UM. 

 

 
Instructors must be granted the faculty role in our Banner database. If this is the first time they 

are teaching, please send their first name, last name, and 790# to 

registrar_rooms@umontana.edu. 

 

 

mailto:registrar_rooms@umontana.edu
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Error When Saving? 

Error messages are helpful; they ensure the information provided adheres to UM Policies and 

Procedures. 

 

• All error messages include instructions on how to fix the rule being broken. Please 

read the instructions carefully. 

 

Examples of common error messages may include the following: 

Rule 14. Enrollment Maximum must be less than or equal to Actual Room Maximum 

 
 

 

What's a Mode? (Design vs. Refine) 

CLSS has two modes: Design Mode and Refine Mode. 

 

Schedules will be in Design Mode when working on an upcoming semester. In Design Mode, all 

units will be submitted as a whole unit. All edits, deletions and additions are 

made before validation and starting the workflow. None of the submissions will sync to Banner 

until they are out of the workflow. 

 

Schedules that have made it through the workflow in Design Mode will then be in Refine Mode. 

All schedule edits will be submitted one at a time to the workflow and all changes will sync in 

real time to Banner and Course Search. 

  

What is a Phase? (Plan/Proof, Review, etc.) 

CLSS has several phases: Plan, Review, Publish, Registration, Term in Session, Locked/Admin 

Only and Archive. 
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The phase is viewable at the top of the unit: 

 

 
 

Unlike Modes, all schedules must be in the same Phase at the same time. They are controlled at 

the university level, not the department level. 

• “Plan” and “Review” Phases - CLSS starts in Plan Phase, during which changes to all 

units are permitted. As we get closer to the schedule being made viewable in 

Cyberbear/Course Search, we will move to the Review Phase. The Registrar’s Office will 

be reviewing any workflows received for approval or rollback during this phase. Changes 

to all units are permitted during this phase, but schedules should be closer to being 

solidified. Both of these Phases are only in Design Mode. 

• “Publish” Phase – This phase is in Refine Mode only. Changes to all units are permitted 

at this time, but it should be noted that they will be immediately published to viewable 

schedule in Cyberbear/Course Search once processed.  

•  “Registration” and “Term in Session” Phases - These phases are in Refine Mode 

only. We enter the “Registration” Phase once the semester schedule has opened for 

registration in Cyberbear. Room assignments are made by the Academic Scheduling 

Specialist to any sections missing or requesting a general-use classroom that wasn't 

assigned by the unit. Additionally, during this Phase, sections can't be deleted if they 

have students enrolled (only cancelled). This also applies after the semester has begun 

and we have entered the “Term in Session” phase.  

• Locked/Admin Only Phase - No edits are permitted. Locked Phase is only used when 

needed by the Academic Scheduling Specialist when trying to troubleshoot an issue in 

CLSS.  

• Archived Phase - No edits are permitted, and CLSS no longer checks for updates to 

these terms as the semester has ended. 

 

When Are Upcoming Schedules Due? 

Please consult our Course Scheduling page for our Scheduling Timeline. 

 

 

 

 

 

 

 

 

 

 

 

https://www.umt.edu/registrar/scheduling/default.php
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How Do I Differentiate an Error From a Warning? 

Error can’t Save (fatal flaws - these are your friend): 

 

 
 

Warning can Save, but proceed with caution: 

 

 
 

 

Workflow Save for Approval: 
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Why is the Room I Want Not Showing? 

There are two reasons why a room may not appear in the dropdown or when typed into the 

search bar. 

 

1. The location does not exist in Banner. Please send an email to 

registrar_rooms@umontana.edu. If the listing can be added it will appear in CLSS within 

a few business days. 

2. The location is offline due to maintenance for the semester. 
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