CLSS Basics & FAQOs

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: Loginto 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 CourselLeaf 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.

Courseleaf/CLSS - Instances L Nick Tarter ELogOue

Welcome, UM Section Schedulers!
f}'DL need assistance, contact reg Sf.‘EI'irDDIVSC\'LIYOI'ZE“E edu.

Scheduling guide and other documentation can be found here: (link coming soon)

Historical Current Future

ic Year 2025-2026 Academic Year

Autumn Semester 2025

Year 2022-2023 Academic Year Current Semester

Autumn Semester 2024
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https://reg-prod.ec.umt.edu/StudentRegistrationSsb/ssb/term/termSelection?mode=search

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.

2025 - Plan Phase X Nick Tarter B Log Out

60 Scheduling Units Search

1,760 Courses 4,155 Sections

CourselLeaf/CLSS - Autumn Semester

Welcome, UM Section Schedulers!
|:‘j3-.l need assistance, contact registrar_r ooms@umontana.edu.

Scheduling guide and other documentation can be found here: (link coming soon)

1D “ Name ¥ Courses + Sections
ACFI Accounting & Finance 31 45
AAST African-American Studies 4 4
ANTH Anthropology 45 110
AAS Applied Arts and Sciences 46 85
BPS Biomedical & Pharmaceutical Sciences 28 90
BTEC Business and Technology 37 45
BIOC Chemistry & Biochemistry 41 210
CAM College of Arts and Media 1 1
COHS College of Humanities and Sciences Q Q
COMM Coemmunication Studies 21 65
cs Computer Science 28 35
COUN Counseling 16 34
HC Davidson Honors College 17 42
DBS Division of Biological Sciences 64 290
DUAL Dual Credit 17 24
ECON Economics 14 16

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.

CourseLeaf/CLSS - Autumn Semester 2025 - Accounting & Finance

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.

31 Courses, 45 Sections  §

Plan Phase  Design Mode

Each course shows the subject and catalog number and the long title.

> ACTG 201 - Principles of Financial Accounting «

ACTG 202 - Principles of Managerial Accounting

ACTG 298 - Internship
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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.
Courseleaf/CLSS - Autumn Semester 2025 - Accounting & Finance X Nick Tarter B Log Out
Plan Phase  Design Mode [ Show courses with no sections

Welcome, UM Section Schedulers!
If you need assistance, contact registrar_rooms@umeontana.edu.

Scheduling guide and other documentation can be found here: (link coming soon)

» ACTG 201 - Principles of Financial Accounting 0 0

01 L Eiler, Lisa (*****(265) MW 12:30pm-1:50pm
02 L Eiler, Lisa (*****(265) MW 9:30am-10:50am
03 L Eiler, Lisa (¥****0265) MW 11am-12:20pm
04 L Mitsuda, Steven (F****1448) TR 9:30am-10:50am
05 L Mitsuda, Steven (¥****1448) TR 11am-12:20pm

ACTG 202 - Principles of Managerial Accounting 00
01 L Konl, Elizabeth (***** 5531) TR 11am-12:20pm
02 L Dienl, Leah (*****5418) MW 12:30pm-1:50pm
03 L Diehl, Leah (*****5418) MW 2pm-3:20pm

ACTG 298 - Internship 00
01 N Schwartz, Michelle (*****0634) Does Not Meet

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.

Courseleaf/CLSS - Autumn Semester 2025 - Accounting & Finance

31 Courses, 45 Sections @ |
Plan Phase Design Mode

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.

B validate ¢ Bridge Tools #Visualize Y Filter [0 Framer
@hnw courses with no sections
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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.

CHMY 121N - Introduction to General Chemistry

a0 L John, Erig (¥*%*%3022)
01 R John, Eric (*****3022)
0z R John, Eric (*****3022)
03 R John, Eric (*****3022)
04 R John, Eric (*****3022)
05 R John, Erig (¥*%*%3022)

CHMY 122 - Intreduction to General Chemistry Lab

MWF 12pm-12:50pm
T9am-3:50am
T9am-%:50am
T11am-11:50am
T12pm-12:-50pm
T12pm-12:50pm

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

00

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.

00

The Create Section pop up will appear.

Create Section — ACTG 201: Principles of Financial Accounting

Section Information Autumn Semester 2025, ACFI
Course Title | Principles of Fin Acct (Default Value) ~ Part of Term | Full Term (1) (8/25/25 to 12/12/25) hd
Section# |06 Campus | UM Mountain Campus ~
Credit Hours | 3 Blended? | (None Assigned) ~
Status | Active v Show in Search | Viewable on Search, Can Register v
ConsentofIns... | (None Assigned) v Schedule Type | Lecture (L) v
Grade Mode | Student Choice ~ Course Modality | Face to Face ~
Link To | Not linked to other sections v Co-convening .. Select section... ~
Restrictions Campus # Prerequisites 4 configured #
Section Attributes k4 Course Attributes

Instructor rd Room Schedule
Staff, Staff (+**++3953)
No Room Needed v £8 Does Not Meet
Enrolliment 0 current, 0 waiting Section Text rs
Enrollment Cap Waitlist Cap

993

Comments (Internal)

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.

™ validate #Visualize Y Fiter [T Framer

T ) Show courses with no sections

Validating Scheduling Unit QX
Rule validation Complete

Total: 86 Complete: 86 Passed: 82 Failed:- 4

e 12. Credit Hour Rule

Registrar must review and approve when...

+ 12a.1 Credit, Full Term (1), and weekly minutes < 50

* 12b. 1.5 Credit, Full Term (1), and weekly minutes <75

= 12c. 2 Credit, Full Term (1), and weekly minutes < 100
12d. 2 Credit, Full Term (1), and weekly minutes < 150 ¢
12e. 4 Credit, Full Term (1), and weekly minutes < 200
= 12f.5 Credit, Full Term (1), and weekly minutes < 250

° 14. Enrollment Maximum must be less than or equal to Actual Room Maximum
* 14 Enrollment Max < or = Room Max

19. Instructor is Staff, Staff (999999999)
Please notify Registrar's Office (registrar_rooms@umontana.edu) if instructor to be assigned is new and/or will be
teaching for the first ime this semester. Please include the instructor's 790% in this notification as itwill be required to
activate the new instructor's faculty role in our database.

s 19.Instructor is 5taff Staff (999999999) ¢

e 34. Room selection of General Assignment Room (-1), TBA, or TBD room requires Comments to indicate
preferences and for the Registrar to make an assignment
« 34 Roomis General Assignment Room (-1), TBA, or TED, and Comments are blank =

BB Export *® Close
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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)

Validating Scheduling Unit (2 IS
Rule Validation Complete

Total: 85 Complete: 85 Passed: 84 Failed: 1 [

0 01. Scheduling Unit submissions from Design Mode to Refine Mode require Registrar approval
+ All Sections [

EE Export % Close + Admin Save & Start Workflow

FAQs

What is CLSS?

CourselLeaf 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.”

™ validate % Bridge Tools  # Visualize Y Filter

how 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
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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.

]

e

Courseleaf/CLSS - Spring Semester 2025 — American Sign Langua

(o]

This Scheduling Unit is now in Workflow. Changes are Not Allowed at this Time.

Plan/Proof Phase  Design Mode

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

Edit Section — AAST 492-01: Independent Study (CRN: 33175; CLSS ID: 2741)

This Section and/or Linked/Co-convening Sections are now in Workflow. Changes are Not Allowed at this Time.

Section Information Spring Semester 2025, AAST -
Course Title | Independent Study (Default Value) v Part of Term | Full Term (1) (1/16/25 to 5/9/25) v
Section# | 01 Campus | UM Mountain Campus v
Credit Hours | 1t & Blended? | (None Assigned) hd
Status | Active v Show in Search | Viewable on Search, Can Register v
Consent of Ins... | Consent of instructor required v Schedule Type | Independent Study (1) v
Grade Mode | Student Choice v Course Modality | Face to Face v
Link To | Not linked to other sections hd Co-convening ... | Select section... v
Restrictions Campus # Prerequisites None #
Section Attributes g Course Attributes
Independent Study (AEIS) Independent Study (AEIS)
Instructor 4 Room Schedule
Hill, Sean (*****2109)
General Assignment Room v £ TR 11am-12:20pm %
Enrollment 0 current, 0 prior, 0 waiting Section Text 4
Enrollment Cap Waitlist Cap -

5 999

Comments (Internal)

% Bridge Tools Workflow Status = x Cancel + Save Section
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rd Room
General Assignment Room

0 current, 0 prior, 0 waiting

Waitlist Cap
995

Independent Study (AEIS)

Schedule

v B3 TR 11am-12:20pm X

Section Text r

In Workflow

1. CLSS Registrar
2. Other Workflow
3. CLSS Banner

Workflow Status % Cancel

-

+ Save Section

Why Can't | 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.

Instructor

Does Mot Meet Indepe

W | Hill, Sean (*****2109)

— Blank —
Conteh, Alhaji (*****6964)
Dowdy, Calenthia (****7968)
Hill, Sean (****2109)
Shearer, Tobin (*™**5891)
rapp, taff, Staff ("*9399)

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.
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Error When Saving?
Error messages are helpful; they ensure the information provided adheres to UM Policies and
Procedures.

o 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
nssongmns G

° The section data you have provided cannot be saved. Please review and correct the errors listed below.

° 14. Enrollment Maximum must be less than or equal to Actual Room Maximum
You may have triggered this error if you have selected "Mountain Campus TBA", "Missoula College/Bitterroot Campus TBD", or "Off
Campus Meeting" as your room. Switch your location to "General Assignment Room" and include a comment in "Comments (Internal)” to
indicate if the section requires a room from the Registrar's Office, if it is pending a department controlled room assignment, or if it's
actually taking place off campus.

@ 34. Room selection of General Assignment Room (-1), TBA, or TBD room requires Comments to indicate preferences
and for the Registrar to make an assignment

03. Warning: Section Distribution

% Close + Admin Save

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:

Courseleaf/CLSS - Autumn Semester 2025 - Accounting & Finance
31 Courses, 45 Sections  § |

Plan Phase «uniiijsmm\iode

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.

e “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.

e “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.

e “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.

e 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.

o 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.
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How Do | Differentiate an Error From a Warning?
Error can’t Save (fatal flaws - these are your friend):

Error

Warning can Save, but proceed with caution:

Warning

Workflow Save for Approval:
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Workflow

Why is the Room | 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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