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CLSS is the software used to create and edit the schedule of courses each semester.

Navigating to CLSS

CLSS can be accessed by opening an internet browser and navigating to
https://nextcatalog.wichita.edu/wen/

CLSS Terminology

Section

A section is the most granular scheduling item. It is a particular course at a specific time with an
instructor. For instance,
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! Historical: Past academic semesters
1 Current: The academic term that is in session
f  Future: The upcoming academic terms that are being built.

Academic Term | Format CRN Format
Fall 202410 IXXXX
Spring 202420 2XXXX

Summer 202430 3XXXX
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is not in the list and is one your department can assign, contact
schedulebuilding@wichita.edu for assistance.
1 General Assignment Room — Will be placed in optimization process or
Registrar’s Office will assign
1 Department Assigned or Arranged — Use this if the room assigned is not
scheduled by the Registrar’s Office, is not in the list for your department,
or not a classroom space (ex. A space in the RSC or other non-classroom
space). A Section Note should be entered explaining where this class will
meet.
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5. Click the green plus sign to the right of a course to add a new section:

CSD 251 - Auditory Development and Disorders
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6. The Section Editor window appears:
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7. Use the drop-down arrows, pencil icons and free text fields to fill in the information
for the new section. The following fields are required to be entered/edited when creating
a section: Campus, Inst. Method, Part of Term, Grade Mode, Room, Enrollment
Maximum. In some cases Section Note and /or Internal Comments will be required.
Meeting Pattern is required for certain Inst. Methods. See section on Meeting Patterns
for how to edit.
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8. Click Save to create the section. (Click Cancel to close without saving.)

Generz| Assignment Room

Meeting Patterns/Snapper

The Meeting Pattern is created by using the Snapper Tool.

1. Click on the text Does Not Meet (or a Meeting Pattern that already exists) to edit.

= Meetino Partern
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2. The Snapper opens. Any section of this course already scheduled will be visible in this
screen.
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4. To add a Meeting Pattern to the section, hover the mouse over the screen in the time
block desired. Available Meeting Patterns will appear in grey boxes.

5. Click on the one needed to create it. The boxes turn green to show which Meeting
Pattern was selected.

6. Click Accept
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10. Click Add.
11. Click Accept.

Multiple Meeting Patterns and Date-Based Meeting Patterns

1. If the section requires multiple meeting patterns, enter the first pattern and then click the
Meetings button at the bottom left of the screen.

2. That meeting pattern is listed. Click the green plus sign to add an additional meeting
pattern.

Pattern Room * Dates X

3. The Meeting Details window opens with the Pattern listed as Does Not Meet and
cannot be edited. Click Accept.
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4. Asecond Meeting Pattern is now listed. Select that item in the list and add the Meeting
Pattern in the grid above @ r r
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A list of the rooms controlled by this scheduling unit will be displayed showing what days
and times it is occupied.

To add the room from this screen, click in the grid in the meeting pattern desired
add a green box to show it has been added. Click Accept.
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The meeting pattern and room are now added to the section.
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A second way to enter rooms is by clicking on the Room dropdown inside of the Meeting
Details window. This is especially useful if a different room needs to be assigned for each
meeting pattern

|“inr!m|is:er-1H‘113,_[3.5'] ) ! Room # I
; I : . . | =

foner-
= ACERIL
= ¢ s

Room Overrides

If a room needs to be assigned to multiple CRNs at the same time, the Registrar’s Office will
add the room override to the section. CLSS will prompt a workflow if a room controlled by the
department has been added to more than one section at the same time. If using a General
Assignment Room, add an Internal Comment to alert the Registrar’s Office of the need for a
shared room.

Framer Tool — Copying a Section

The Framer Tool can be used to view sections of a course from previous semesters. This can
be found here:

1. Previous semesters are listed. Use the arrow buttons to navigate back and forth through
past semesters. Any semester with an (H) in the title can be used to copy a section with
most of the information that was entered for that semester. Semesters without an (H) will
not allow the option to copy a section from the list of classes but will allow you to view

those sections in detail.
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4. Click the View By button in the upper right and choose Course:

5. Double-click a course title to view sections for that course:

6. Click the red X icon to the right of the course (next to the green plus sign):
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Build the second section. This is the child section. Do not add a Meeting Pattern, Room
or Instructor.

Click the dropdown menu for Cross-list With and enter the Subject, Course Number,
and Sequence Number or the CRN of the section you are cross-listing with. Select the
section from the list. Please note: in design mode, the sections will not have CRN
numbers. Instead, they will display as (NEW). Because of this, you will need the
Sequence Number of the section you are connecting to. This can be found in the
parentheses () after the NEW.

Make sure to fill in the Enrollment Maximum for the second section. The Cross-list
Enroliment Maximum field will display with the combined enroliment maximum for the
cross-listed pair. There is no need to edit this field.

Click Save Section. The Meeting Pattern, Room, and Instructor will auto populate upon
saving.

Now, when you open either cross-listed section, the other cross-listed section will display
in the Cross-list With field.

Breaking and cancelling a cross-list

1.
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4. Cross-listed sections must be removed prior to cancelling one or both of the cross-listed
sections.

Validating a Scheduling Unit

After the schedule is built for the semester in design Mode it must be validated. Click the
Validate button.

NOTE: You may validate as many times as you wish to check for errors, but make sure to click
the Close button when finished reviewing. Do not click the Start Workflow button until ready to
submit the entire schedule. Clicking Start Workflow will send the entire scheduling unit through
workflow for approval.

1. Click Validate found at the top of the window.
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2. CLSS will process each section looking for any issues or rules that have not been met. A
list of rules that have been triggered will be listed. You must go back and correct any red
errors. Look over the warnings. Validation can be repeated until all errors are corrected.
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To correct any errors, click the blue arrow next to the error. It will open a list of the
sections that have violated that rule and you can edit the section to correct it. Double
click the course title to get the list of sections. Double click the section to edit. Save the
section once all edits are completed.

@ 06. Error: Cam pus Code is a High School Campus, Viewable must be No, Section Attribute must be
- TR
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If you encounter a warning when correcting errors, click Save As Is to save the section
once done reviewing the warning.
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5. Once those are cleared, you can click Start Workflow to initiate all of the triggered
workflows.

Al a1

T i

gt sl Fym ot st P miim e e B ey siimnn
sriscaaitly mrali=g spat ot Nadiotnes

e 0T

e

, Lo

Editing a Section

1. To edit a section, navigate to the Instance and Scheduling Unit.
2. Locate the course that needs to be edited and double click it.

3. Locate the section and double click to open it.
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4. Make the appropriate edits using the pencil icons and drop-down menus.

Common edits

Instructor

1. Click the pencil icon next to the Instructor name to edit.
lnstructor ; """

Gonzalez, Barbara | )

2. Select a new name from the list or select other and enter text to search for the name.
NOTE: If you cannot locate the instructor, verify the instructor’s employment status and
contact schedulebuilding@wichita.edu to have them added.

Instructor
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3. Click Accept to save the change.

Meeting Pattern

1. Open the section.

2. Click on the Meeting Pattern in blue text.

:;T.E.TMQFTi_na Pattern
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3. The Snapper Tool opens allowing you to see any other sections of this course that are
scheduled for the semester. Select the desired meeting pattern from the grid or enter a
custom meeting pattern (see Meeting Pattern/Snapper section above for more details).

4. Changes to Meeting Pattern after students are registered in the section require the
Registrar staff to drop and re-add all enrolled students. Any student that has a time
conflict with the new meeting pattern will not be re-enrolled into the section. 7KH
GHSDUIPHQI' LV UHVSRQVLEIH IRU QRILI\LQJ D) UHIVIHUHG VIIXGHQIV RI IKH PHHILQJ SDIlHUQ
FKDQJH SURU IR PDNLQJ WKH FKDQJH LQ &/66.

5. Internal Comments are required when a meeting pattern is changed after students have
been registered in the section.

6. The section will go through workflow for approval/processing.

Rooms

1. Open the section.
2. Click the dropdown menu for Room.
3. Change to the desired room.

a. Changing to a General Assignment Room will require workflow to the Registrar’s
Office for room assignment.

b. Select No Room Needed only if you are cancelling or reserving a section or there
IS N0 meeting pattern.

c. Use Department Assigned or Arranged when the room is not a schedulable
classroom or when meetings will be arranged with the faculty and not in a set
space.

Enrollment Maximum

1.
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b. Changing the Enrollment Maximum and needing a different General Assignment
Room will be impacted by room availability. Contact
schedulebuilding@wichita.edu before making changes that require a room
change to verify a room will be available.

3. Save Section.

Other Edits

If enrollment is greater than zero in a section, any edits to the following will require the
Registrar’s Office to drop and add enrolled students: Credit Hours, Part of Term, and
Instructional Method.

Campus —
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1. Open the section.

N

Remove the Meeting Pattern by clicking the red x next to the blue text.

Meeting Pattern

g X ) 25

4. It will now read Does Not Meet and the room will change to No Room Needed.

5. Change the Status to Pending Cancellation.

N
L tivee

6. Click Save Section.

7. The Validation Details window will display informing you that the section must go
through workflow. Click Start Workflow.

Using Filters

NOTE: You should check your Pending Cancellation sections often. Once enrollment is at
zero the section should be set to Cancelled. To check in CLSS for all sections Pending
Cancellation, use the Filter in the Scheduling unit.

1. Click Filter.
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2. Click the pencil icon next to the list of Restrictions.

Restrictions Classification, College, Field of Study - Major] #|

3. Click the pencil icon next to the type of Restriction that needs to be edited or click the x
to remove the restriction.

| Section Restrictions
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4. Click the x to remove a restriction, change the selection from Include to Exclude, or add

a restriction option by clicking the green plus sign. When done editing that Restriction,
click Update to save or Cancel to remove all changes made.
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Lection Attiibures
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b. To add an attribute, click the green plus sign.

c. Click the arrow next to Select that appears at the bottom of the list and choose
the appropriate badge attribute. Repeat steps b and c until all needed attributes

have been added.
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d. Click Accept.

3. The Restriction for Badge courses defaults to Include NODEG. Restrictions will need to
be edited for degree-bound badge courses. To do this, click the pencil icon next to the

Restrictions.
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2. Click the green plus sign to add a section attribute, then click the down arrow to see the
list of section attribute options

Sontion Atribufdos

3. Select the “MTB (Market-Based Course)” attribute, and then click “Accept”
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Department: ¢ 0
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1 Designated College Dean
§ Associate Vice President of Academic Affairs

Once the Market Based Tuition section has gone through the workflow, the initiator (schedule




