CLSS User Guide
Adding a New Section

1. Navigate to the CLSS Instances screen:
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2. Click to open an instance:
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3. Double-click to open a scheduling unit (aka department):
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4. Double-click the course to view sections within:
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5. Click the green plus button to the right of a course to add a new section:
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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.
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8. Click Save to create the section. (Click Cancel to close without saving.)
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