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Overview

• Terminology

• Program Basics

• Knowing the Alerts



Terminology

• Instance – scheduling timeframe (term)

• Scheduling Unit – group of courses 
(department, subject)

• Section – scheduling item



Phases
• Manage your timelines in the system.

• Follow unique rules in different phases.

• Manage editing access by phase.

Room 
Assignment

Locked ArchiveReviewPlan Publish



Modes

Design Mode – build the entire 
scheduling unit, submit it once.

Refine Mode – edit one 
section, submit each section.



Getting Started
1. Instance

2. Scheduling Unit

3. Course

4. Add/Edit

5. Save and See



Alerts to Know

Error – Can’t 
Save

Workflow – Save for 
Approval

Warning – Can Save, but 
Proceed with Caution



Section Info



Section Info
Fields you can change:

• Section #: Follow numbering sequence
- 70-range (combined sections)
- 80-range (distance learning outside the 
current virtual model)

• Status: Leave Active but DELETE sections
that are no longer needed.

• Consent: No change unless a permission
number is required to enroll in course

• Final Exam: Request this from dept; 
choose an option. 

• Combined With: If section is cross-listed
at the catalog level it will have something.

• Campus: Change if course offered via 
DL or Intl programs

Notes:
Preset notes vs. Add your own note

Instr. Method:
Change based on course delivery

Schedule Print: Based on visibility

Section Attributes: Limited options but 
may include info if “fully online” or 
DL component



Section Info
Fields you can change:

• Instructor :
- Can add up to 8
- Must total 100%

• Room:
- If Synchronous, then “Virtual”

• Enrollment:
- Make sure Max is within Rm Cap Request

• Comments:
Internal 

• Notes
- Info relevant for students



CLSS – Prof Info in Edit Section Box 
Blue star = person who is hardest to schedule / in the classroom most.

This may not necessarily be the Primary. 
Blue star is stagnant, but you can change the order of instructors.



CLSS – Cross-Listing Examples
Edit Section box for VCS 4010, which is cross-listed with ARTHI 4060. Cross-listing must originate from “child”, which is 
saying ‘I give control of this course to’ vs. ‘I control this course’ . 

Parent = Lower number course + ”Also” on field.

If there are multiple
combinations, then
must go to each child
to add the parent!!



CLSS – Cross-Listing Examples

ACC 2361 – INTO TO MGRL ACC

ACC 2361 is Parent.
Child’s Edit Section box (ACC 2362) has purple strip. 

Parent = Lower number course and ”Also” on the line item.

If course codes are the same, then parent is generally whichever department 
the instructor reports to.

If there are multiple combinations, then must go to each child to add the parent!!



CLSS – Schedule in Snapper
Clicking on 
“Schedule” in 
“Edit Section” 
box leads 
to Snapper



CLSS – Snapper 
(Accept and Red Line)

Bold Red Line in Snapper indicates 
when prof with blue star is already 
teaching something else, so that 
instructor would not be available.



CLSS – Select Meeting Patterns



CLSS – Select Meeting Patterns cont’d
Mouse hovered over 
pre-set times denoted 
by grey boxes with 
dotted lines.

Times confirmed in solid green box.



CLSS – User Defined Meeting Pattern

Can also use military time.

Otherwise, use “a” or “p” to 
define a.m. or p.m.
Example: 11a-1p

Create custom meeting patterns



CLSS – Multiple Meetings
To add additional meeting times, select black 
“Meetings” icon in lower left of Snapper. 
This will reveal a line item of the first pattern.



CLSS – Multiple Meetings cont’d
Next, click on green plus sign 
just above the line item.

Then choose Room and 
Dates for the second 
meeting time. 

Custom will prompt you 
to choose date ranges.

Then click “Accept”.



CLSS – Multiple Meetings cont’d

This will then allow you to go into the Snapper, choose 
a MP or define a new meeting, and “snap” it into the 
grid without losing your first meeting pattern.

After clicking “x” to close the box, and clicking “Accept” 
in the Snapper, both meeting times will appear in the 
Edit Section box and be identified as ”Multiple Rooms”.

After clicking “Accept” then select the second line item.



CLSS – Comparing Class Times

Indicates other courses on the Snapper.

You can also add courses in Snapper to see how that course cross-checks in 
with what’s already on there. DO NOT click “Permanent” as it will always 
compare courses.



CLSS – Schedule Framer
Framer can be viewed by Summary, Standard or Detail



Filtering for level courses
Example: Filtering for 200-level EE courses.

1. Click in the scheduling unit.
2. Click on Filter icon 
3. Scheduling unit field under Section will be automatically filled out.
4. Go to Catalog Number field under the Course section with the range: 200::299
5. Click “Apply”,
6. Result should show only 200 level courses.



Filtering for Day-Specific courses

Example:
Filtering for Thursday
only courses.

1. Click on Filter icon 
2. Go to Name field under 

the Meetings section. 
Type in R*

3. Click “Apply”
4. Result will show classes 

offered on Thursdays.
(screenshot shows a 
sample of results)



Filtering for LAB sections
1. Click on Filter icon 
2. Go to Meeting Type Code 

field under the Meetings
section. Type in LAB

3. Click “Apply”
4. Result will show all LAB 

sections. (screenshot 
shows sample of results)



Filtering for Gen Ed courses
Example:
Filtering for Gen Ed 
courses in 2019-20 
catalog or earlier

1. Click on Filter icon 
2. Attributes Code field 

under Section will be 
automatically filled out.

3. Go to Name field under 
the Meetings section. 
Type in R*

4. Click “Apply”
Example: Filtering for courses in 2020-21 
catalog or later



Approver View - Design
Note: Validate and submit in 
Design mode.



Approver View - Refine
Note: Only save in Refine mode. 


