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Editing a Section (Detailed Instructions) 

 

 
 

 

1. Course Title 

The Course Title field is visible to students and displays the default short title for a section. This 

is set at the catalog level and can only be changed for experimental and/or bag number courses 

which include Research (*90), Special Topics (*91), Independent Studies (*92), Seminars (*94), 

Field Work/Practicums (*95), or Internships (*98). Short titles, which must be 30 characters or 

fewer, appear in Course Search, reports, and student transcripts. 

The drop-down menu usually shows the default value and "Other..." For experimental and/or bag 

number courses, previous titles used for the section may also be viewed. 
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• To change the title, select "Other..." The transcript title is a short title (30-character limit) 

that appears on a student's transcript. If a subtitle or long title that exceeds 30-characters 

is needed for an experimental and/or bag number courses to display in Cyberbear/Course 

Search, please include a comment in the “Comments (Internal)” box of section editor.  

 
 

 

2. Section # 

Section number will correlate with the section’s modality. Bitterroot College Campus section 

numbers will also correlate with its campus. Please consult the section numbering key below for 

guidance on section numbering: 

 

Section Numbering by Modality 

Modality Campuses Section Number Coding 

Face-to-Face Mountain Campus, 
Missoula College 
Campus 

Use an integer with a leading zero (e.g. 01, 02, 03, 04...). Section 
numbers after "09" may continue sequentially without a leading zero 
(e.g. 10, 11, 12, 13...)  

Face-to-Face Bitterroot College 
Campus 

Use two integers with a leading "H" for Hamilton (e.g. H01, H02, H03, 
H04...). 

Online 
Asynchronous 

Mountain Campus, 
Missoula College 
Campus 

Use two integers with a leading "5" (e.g. 50, 51, 52, 53...) 

Online 
Asynchronous 

Bitterroot College 
Campus 

Use two integers with a leading "H5" (e.g. H50, H51, H52, H53...) 

Synchronous 
Remote  

Mountain Campus, 
Missoula College 
Campus 

Use two integers with a leading "V5" (e.g. V50, V51, V52, V53, 
V54...) 
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3. Credit Hours 

The Credit Hours field shows the course credits assigned in the Catalog and can't be changed at 

the section level, except for Variable Credit Courses. 

 

The variable credit range appears in light gray as "# to #". To let students choose their credit 

amount within this range, leave the field as-is. To set a specific credit amount, enter that number 

in the field. Sections can't be offered for credits outside the range of what is listed in the Catalog, 

and the range can't be shortened, only locked at a specific amount or left open as the full range. 

Non Variable:   

 

 

Variable:   

 

4. Status 

The Status field is student-facing and is used to allow or deny registration for a section.  

 

Active – Students may register, with required approvals, if registration is currently taking place 

and it is their time to register according to the Priority Registration Schedule. 

 

Synchronous 
Remote  

Bitterroot College 
Campus 

Use an integer with a leading "VH" (e.g. VH1, VH2, VH3, VH4...) 

Blended Mountain Campus, 
Missoula College 
Campus 

Use two integers with a leading "B" (e.g. B01, B02, B03, B04...) 

Blended Bitterroot College 
Campus 

Use an integer with a leading "BH" (e.g. BH1, BH2, BH3, BH4...) 

Hybrid/Hyflex Mountain Campus, 
Missoula College 
Campus 

Use two integers with a leading "X" (e.g. X01, X02, X03, X04...) 

Hybrid/Hyflex Bitterroot College 
Campus 

Use an integer with a leading "XH" (e.g. XH1, XH2, XH3, XH4) 



Revision Date: 11/5/24 
 

Cancelled – After the schedule has been published, courses must be canceled, not deleted.  

 
If students are registered, sections may only be canceled by the Registrar’s Office. Such 

cancelation requests can be routed to the Registrar’s Office via Courseleaf CLSS’s workflow or 

an email registrar_rooms@umontana.edu . 

 

Rule 55. Workflow triggered when section with enrollment is set to “Cancelled”. Clicking “Start 

Workflow” will route cancelation workflow to Registrar’s Office. Please include cancelation 

explanation in “Comments (Internal”). 

 
 

 

5. Consent of Instructor 

This field is student-facing and is used to require students to have approval from the instructor 

via a registration override to register for a section. 

 

6. Grade Mode 

"Grade Mode" pulls from the Catalog, it is best practice to also check the grade mode 

in catalog. Selecting “Student Choice” allows students the ability to choose traditional letter 

grade or credit/no credit up through the 15th or 15th equivalent class day.  
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7. Link To 

Use this field for linked classes (ex. For linking a lecture to multiple lab/recitation sections). 

Please note that for the link to properly function between lecture and labs/recitations, that the 

schedule type chosen for the lecture must differ from the schedule type chosen from the 

labs/recitations. 

  

8. Part of Term 

The Part of Term field is student-facing and crucial for scheduling, registration rules, financial 

aid, and benefit eligibility. 

 

It sets the duration of class meetings and the time span a student must engage with the class 

content. This affects scheduling to meet contact hours and how CLSS applies rules to a section. 

The drop-down menu shows the default start and end dates for the term, but these dates are just 

an indication and do not necessarily determine the meeting pattern dates for a section. 

Part of Term Regulations: 

The start dates for a semester must always fall within the instructional period of that semester 

and must never start after the last day of instruction for that semester. 

 

Please visit the Parts of Term webpage for a breakdown of each Part of Term duration, start, and 

end dates. 

 

Custom start and end dates are required for Special Session courses. 

 

9. Campus 

The "Campus" field is student-facing. It is a drop-down field that denotes which UM Campus a 

section is being offered at. This assignment determines which campus has scheduling authority 

over that section, and helps to direct students, fees, and registration questions to the right offices. 

 

 
 

10. Blended? 

So that the blended fee is properly assessed, all sections that have blended modality must select 

“Blended Delivery (BLEND)”. 

 
 

 

 

https://www.umt.edu/registrar/calendar/parts-of-term.php
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11. Show in Search 

If "Viewable on Search, Can Register" is selected it allows the section to be viewable in Course 

Search and for students to register. 

 

If "Not Viewable on Search, Cannot Register" is selected the section will not be viewable and 

students will not have the ability to register through Course Search. 

 

12. Schedule Type 

The information in this field is determined by its Catalog-Level record in CIM. The type selected 

is only pertinent to creating linked section relationships (See “7. Link To”). 

 
 

13. Course Modality 

 

 

Modality Definitions 

Face-to-Face Delivery is a course designed for fully in-person synchronous 
attendance, with at least 80% (or more) of the scheduled course time 
occurring within the physical classroom. Coursework and resources 
may also be completed/available via the campus’s LMS (currently 
Canvas).  

Online 
Asynchronous 

Delivery requires that 100% of the course is offered completely 
asynchronously online, with no face-to-face interaction between 
instructors and students required.  

Synchronous 
Remote  

Delivered through scheduled (synchronous) video conferencing. A 
course delivered through synchronous remote delivery may have a 
F2F classroom location where students may choose to attend. NOTE: 
If a synchronous remote section cannot be assigned within the 
department’s classroom pool, it is not guaranteed to receive a 
room assignment from the Registrar’s Office nor is it guaranteed 
high-tech zoom capability (i.e. room with ceiling mics and room 
camera). In times of limited classroom availability, some 
synchronous remote sections may need to be delivered entirely 
online without a classroom assignment.  

Blended Delivered partially online in an asynchronous format and partially 
through face-to-face (F2F) interaction, typically in the classroom. Both 
online and F2F interactions are required for the course with 20-80% of 
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14. Co-convening… 

This function is used when a section is to co-convene with another at the same time, days, and 

location. The section that is added to the schedule first is the primary section. See examples 

below for HSTR 200-01 and HSTR 200-80 which are to be co-convened. 

 
After they are combined, you will see the child and a parent relationship on the far-right column. 

“See” is the Child course, “Also” is the Parent course.  

 
 

 

 

 

 

the course’s instruction offered online. This delivery is characterized 
by the expectation of reduced F2F class meeting time when 
compared to the equivalent credit classroom course.  

Hybrid/Hyflex Delivery is a course where students may choose to attend either in an 
assigned face-to-face environment or in an asynchronous online 
environment (remote synchronous may also be available). In-class 
meetings will be regularly scheduled, with a minimum of 50% of the 
weekly contact hours required for a face-to-face course. NOTE: Key 
difference between this modality and Synchronous Remote is 
that Hybrid/Hyflex students may elect to be asynchronous. 
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Parent course can change values for the combined courses (Day/time, etc.). Child course can 

remove the combined section. Remove the red ‘X’ in “Co-convening…” in the “child course” 

(example below).  

 

 
 

NOTE: If a co-convened section has multiple meeting patterns and does not co-convene 

during one of those patterns, the “Co-convening…” function may not be used. Please 

specify in “Comments (Internal)” the section’s meeting patterns, distinguishing the co-

convened and the non-co-convened patterns, and the Registrar’s Office will build these 

patterns for the section in Banner. You can also email registrar_rooms@umontana.edu 

with these meeting patterns. 
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15. Section Attributes 

These are term-specific attributes that can be added to a section. While editing a section in 

CLSS, for each attribute desired: Click the pencil icon next to Section Attribute, then click the 

green plus icon. Select one of the section attributes from the drop-down menu. 

If there is a section attribute not available on the dropdown menu, please contact 

registrar_roooms@umontana.edu as it’s possible that attribute can only be added by the 

Registrar’s Office. 

 

 

 

 

 

 

 

 

 

 

mailto:registrar_roooms@umontana.edu
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16. Instructor 

To edit, delete, or add an instructor click the blue pencil icon. 

 

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

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

 

 
 

• Searching for Instructors: 

o Preferably search by UM ID number (790#). 

o If the ID number is unknown, search by last name, first name. 

• Adding Instructors: 

o Ensure all instructors are in the instructor/advisor table. 

o For first-time instructors, please email registrar_rooms@umontana.edu with their 

name and UM ID number as they may need to be added to the instructor/advisor table 

in Banner.  

• Instructor Roles: 

o Primary Instructor: 

▪ Only one per section. 

▪ Manages student overrides. 

o A blue star marks the primary instructor in CLSS scheduling. 

▪ The Snapper tool uses this to show their occupied times with a red bar. 

• Primary Role and Blue Star: 

o An instructor can have a blue star without being the primary. 

 

mailto:registrar_rooms@umontana.edu
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• Calculating Percent Responsibility: 

o Instructors' total responsibility must sum to 100%. 

o Assign any combination of percentages as long as they total 100%. 

 

 
 

17. Schedule 

 

 
 

The Schedule area provides a summary of the section's meeting patterns and serves as a link to 

the Snapper. Every section has at least one meeting pattern, even if it's labeled "Does Not Meet." 

 

To open the Snapper, click on the displayed meeting pattern. To remove all scheduled meeting 

patterns, click the X.  

 

Snapper 

 

The Snapper is the scheduling interface for CLSS. It displays the section being scheduled along 

with related sections. Named for its ability to "snap" sections into standard meeting times when 

hovering over the time grid, its default view shows all sections of the same course, but you can 

add other courses of interest as well. 

 

Heat Map 

 

 
The fire icon in the Snapper functions just like the Visualize/Heat Map tool from the schedule 

view. 
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Days 

 

The Days drop-down allows the addition or removal of days from the schedule. By default, 

weekends are excluded they will need to be selected. To include weekends, go here and select 

them. 

 

 
 

Patterns 

 

The Patterns drop-down displays potential meeting schedules for a section. These schedules 

depend on the Type of Instruction and the credit count listed on the course shell at the catalog 

level, excluding credit distribution. Understanding the course distribution is crucial for ensuring 

adequate contact hours when scheduling courses. 

 

Meeting Patterns appear in this format: 

 

 
 

MP stands for meeting pattern, next is the distribution (lecture hours |lab hours) then the days 

and the minutes per pattern.  
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Day Initials are as follows: 

 

M = Monday T = Tuesday W = Wednesday R = Thursday    F = Friday  

 Sa = Saturday                Su = Sunday 

 

Selecting a meeting pattern then clicking on the calendar will schedule a meeting pattern for the 

section. To view the meeting type, room and dates for the pattern just created, or to add a second 

meeting pattern click on “Meetings” in the lower-left corner. 

 

User-Defined Meeting Pattern: 

 

If a section cannot fit into standard meeting blocks, a user-defined meeting time can be set. 

Follow these steps to assign a User Defined Meeting Pattern: 

 

1. In the Patterns dropdown, select "User Defined." The menu may close and reopen. 

2. Enter the desired meeting pattern in the "Day initial, start time - end time" format in the 

Meeting Pattern Name text box at the bottom. For example, for meetings on Monday and 

Wednesday from 8:00 am to 4:00 pm, enter "MW 8:00 am - 4:00 pm." Alternatively, if 

using the 24-hour clock (Military time) format, enter “MW 800-1600”. 

3. Click “Add” to apply the pattern. 

 

For further management of meeting details: 

• Click the Meetings button to view meeting details for a section. 

 
 

• Use the green plus icon to add new meeting patterns, the pencil icon to edit existing ones, 

and the trash icon to delete them. The pattern highlighted in green is the one being edited 

or deleted. 

• To adjust Type, Room, and Dates, click the pencil icon to open the Meeting Details 

window. 

 
• To change the pattern itself, select it and use the calendar or the User Defined Meeting 

Pattern tool. 
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Normally, meeting patterns use Default Dates, which match the standard start and end dates for 

the section's Part of Term. To specify specific dates, use the Meeting Details tool after selecting 

a pattern. 

 

 
After entering meeting patterns, do not click the red X at the top of the snapper, as this will 

discard changes. Instead, click the small grey x, then click Accept at the bottom right-hand 

corner of the snapper to save your changes. 

 

  

 

 
 

18. Room 

Selecting a Room: 

 

• The Room Selection drop-down displays eligible locations for each scheduling unit. Information 

is sourced from Facilities Services. If a room's ownership is incorrect or needs updating, please 

contact registrar_rooms@umontana.edu. 
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• In addition to departmental rooms, the drop-down includes a “General Assignment Room” 

option available to all units. If you select this option, please include a comment in “Comments 

(Internal)” with your room preference. A workflow will be prompted after the section is saved. 

Once the section workflow has routed your room preference to the Registrar’s Office, the 

schedulers will determine a room assignment from the Registrar Office pool of general use 

classrooms.  

 
 

Room listings show Building Code, Room Number, Room Name, and maximum capacity from 

Banner. Ensure section capacity doesn't exceed Facilities Services maximum capacity for 

locations. If a room is assigned, the drop-down displays it for single-room assignments; 

otherwise, it shows "Multiple Rooms" requiring editing in the Schedule. Searching for "Other 

Room..." displays less common or possibly unused locations. 

 

Rule 35 – Rooms cannot overlap: 

• This error occurs if a location is in use during the specified days and times. For two 

sections with the same instructor at the same time, list the location and the other section's 

details in the internal comments, leaving the location as “General Assignment Room”. 

• If this error appears incorrectly (without double-bookings), CLSS may not recognize 

custom start and end dates; follow the same steps as above. 
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19. Enrollment Cap 

The enrollment cap is the total number of students that can register in the section. The maximum 

enrollment must not exceed the student capacity for any assigned room listed in () next to the 

room in the dropdown. 

 

• Accurate estimates of expected class size help select the proper classroom size and reduce 

room changes after the semester starts. 

• Consult registrar_rooms@umontana.edu when significantly increasing enrollment or 

consolidating sections to ensure classroom availability.  

• Enrollment history or anticipated increases may be used to determine classroom size.  

 

20. Waitlist Cap 

The Waitlist Cap is the number of seats available on a section's waitlist. When a section is full, it 

appears as "FULL: …" on Cyberbear/Course Search. If a section has a waitlist, students can join 

it up through the day before semester start. Being on the waitlist doesn't guarantee a seat, but if a 

spot opens up, the first student on the list will be notified via their student email 

(firstname.lastname@umontana.edu) and given a 72-hour window to register for the class. 

 

21. Comments (Internal) 

In the “Comments (Internal)” field, you can indicate special requests to the Registrar’s Office 

such as: 

• Indicating cohorts 

• Specifying section co-requisites or pre-requisites  

• Providing reasons for cancellation 

• Requesting a location when hidden by the Registrar’s Office 

• Ensuring sections are co-convened 

• Including other important internal information not visible to students 

 

Some fields trigger fatal error messages that require specific information to be copied and pasted 

into the comments, such as if "Does Not Meet" is listed for the meeting days and times, Honors 

Cohort Code, and Co-requisite. If it is important for internal use, please list it here. 

 

22. Section Text 

The Section Text field provides additional information about a section to students, displayed as 

section notes or context. Section notes, such as a course description for an experimental section 

(Ex. Description for a Special Topics or Seminar) should be added here.  

 

 


