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Using CLSS to create, delete, and update the 

Schedule of Classes 

Logging in: Navigate to the CLSS webpage.  Login, using your Texas State University net Id 

and password.  

To view departmental schedule and course offerings: 

1. Click on the instance (term) that you wish to view.  

 

2. Sections may be viewed by course, instructor, or meeting pattern.  To change the 

view click on the View By drop down and make selection.  
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3. To view all sections under each course, click on the double arrows to expand.  

 

4. To close the view, click on the double arrow to minimize 

 

5. To view active courses with no current sections, click on the check box next for 

“Show courses with no sections”. 

 

6. To export the course schedule, clock on the Export button and make select 

format.  The report will export in the view currently selected.  
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Viewing historical course information using the Framer: 

1. Click the Framer button.  

 

2. The framer will show two terms at a time.  Use the left and right arrows to view a 

different term.   

3. You may add a section using the framer by hovering over the course and click on the 

green Add Section button.  

 

4.  

How to create a new section: 

1. Click on the instance (term) that you wish to add a section to.  

 

2. Double click Subject and Course Number to be added.   
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3. To add a new section, click the green plus sign. 

 

 

4. The section editing screen will open. Update the section information as necessary.  
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5. Click the “Save Selection” button to save and create the new CRN and section.  
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Editing and updating section information: 

The Subject, Course Number, Course Title, Credit Hours, Status, Grade Mode, and Course 

Attributes will auto fill in from the catalog.  

1. Updating Section Numbers:  The section number will automatically update to the 

next available section number.  Section numbers may be updated to fill in gaps in 

sequencing or to indicate an Honors, Learning Community, or Lab section.   

Edit the section information as needed.  

Section Numbers- 

Fall= 001-250 

Spring= 251-750 

Summer I= 501-750 

Labs (0 credit hours) - LXX 

Honors= HXX 

Learning Community= RXX 

2. Updating Consent:  The Consent field indicates whether Special Approval is needed 

for a student to register for the section.   

To update consent click on the drop down menu and select the desired Special Approval 

option.  

 
 

3. Updating Cross-listing:  The Cross-listing field indicates whether a section is 

stacked.  Stacked sections have the same meeting pattern, meet in the same room, 

and have the same instructor.   

To update the cross-listing of a section with another, click on the drop down. 
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Type in the Subject and Course number.  CLSS will bring up a list of sections matching the 

entered search criteria.  Select the section that is to be Cross-listed with the section being 

updated.  

 
 

4. Updating Session:  The session updates the Part of Term. 

To update the Session, click on the drop down arrow.  Select the desired Part of Term.  

 

5. Campus: 

To update the Campus, click on the drop down arrow, and select the desired campus.  

 

 

6. Updating Inst. Method: The Inst. Method (Instructional Method) updates the 

method the course will be taught.   
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To update the Instructional Method, click the drop down arrow and select the desired 

method.  

 

 

7. Updating Schedule Print:  The Schedule Print section indicates whether a section 

will appear in the course listings on CatsWeb.   

To update, Select Schedule Print. Click on the drop down arrow and select “No” or “Yes”. 

 

 

8. Updating Section Type:  The list of available Section Types pulls from the Catalog 

level.  

To update the Section Type click on the drop down arrow and make the selection.  

 

9. Updating Links:  Linking two sections requires a student to take two sections of a 

particular course during the same term.  

To link a lecture section to any lab section, click on the drop down arrow and select either 

“Any Laboratory sections”.    

To link a lecture section to a specific lab section, select “Specific Laboratory sections” 
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Then link the lecture section to the specific lecture section.  

 

 

 

Note: If there is only one lecture/lab combination, the dashes indentation may not appear. 

10. Section Attributes:  Attributes are codes that are primarily used for degree audits, 

transcripts, and/or fees.  They differ from section restrictions and prerequisites, 

which are used to manage enrollment.  

Note: Any changes to the section attributes, will not update the Catalog information and 

will not be rolled to the next like instance.  

To edit the Section Attributes, click on the pencil icon. 

 

To add an attribute, click the green plus sign.   

To remove an attribute, select the trash can icon to delete an existing attribute from the 

section.  

 

 

11. Instructor: To search for a particular instructor, begin typing the instructor’s last 

name.  A list of available instructors will appear below. 
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12. Room:  The room list contains a listing of all department owned first call classrooms 

and their labs.   The Room Grid will open another window to view individual room 

grids.  

To select a room click on the drop down arrow and make the desired room option.  

No Room Needed- Will appear as ARR, ARR in CatsWeb. 

General Room Assignment- Will route the section to the SOC Team for room assignment.  

Requests for a general room assignment will be processed once all departments have 

moved to refine mode.  A max enrollment greater than zero is needed for a room 

assignment.  
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13. Alternately, you may use the Room Grid to view, click on the Rooms button.  
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14. To make room selection in the room grid click on the room and time. Then click accept.  

 

 

15. Updating the Schedule:  The Schedule updates the Meeting Pattern (meeting days, 

start, and end time).  

To update the meeting pattern, click on “Does Not Meet”.  The Schedule Snapper window 

will open.  

 

The Schedule Snapper grid will show all the meeting patterns of other like sections.  

Click on an available timeslot and then click accept.   



13 | P a g e  
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To view all of the possible standard start times, click on the box icon. The grid view will 

update.  

 
 

To remove the Meeting Pattern, click on the red X icon.  
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To view a heat map of the currently scheduled sections click on the flame icon.   
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To view only certain days click on the days drop down arrow.   

 

Uncheck the day to remove it from the Schedule Snapper view.  

 

To view approved non-standard times, click on the Patterns drop down arrow.  A list of 

standing approved non-standard times for the course will appear.  If a previously used non-

standard time does not appear on the list, it was granted a one-time approval only.    
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16. Enrollment: Used to manage max and waitlist enrollment.  

Click in the box for either Maximum or Wait Cap.  Type in the desired maximum or waitlist 

enrollment.  

 
 

17. Updating Section Long Text: Information entered into the Long Text field will 

appear in CatsWeb.  

Note: Banner will accept a maximum of 300 characters.  

To update the Long Text, click on the pencil icon.  Click in the Long Text box and type in the 

information to appear on CatsWeb.  Once done, click on the Accept button to save.  

 

 
 

18. Comments: Are used for internal notes and information to be sent to the Schedule 

of Classes Team.  
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To update the Comments section, type any internal notes and information.  

 

 

Saving Updates:  

1. Once all the necessary changes have been made to the section, click on the “Save 

Section” button.   

2. Alternately, to cancel any change, click on the “Close” button.  

 

 

Deleting course or section: 

1. To delete a single section, navigate the section to be deleted, select the section to be 

deleted.  Next, click on the white X that appears on the same line of the section to be 

deleted.  

Note: Deleting a course in CLSS (and sections), will only delete the sections from the 

current instance and not the Catalog.  

2. To delete a course and all the existing sections, click on the red X. 

 


