
Assigning an Instructor Not Listed in Drop-Down Menu 

 

Click on the pencil icon to change the instructor. 

 

Under Instructor, click on the drop-down arrow. 

 

Select other to be able to search for the instructor you need. 

 

 



In the text box, start typing the instructors name (last name, first name).  Once you see the name of the instructor, click 
on their name to highlight it blue.  Make any changes you may need to the “Assignment Type” (if you know what it 
should be), then click on the green “Accept” button. 

Note:  If instructor is not listed when you search by their name, it means that they have not be entered into 
Banner by Human Resources yet.   In that instance, you will need to contact HR to get the instructor set up in 
Banner before you will be able to select them in CLSS. 

 

Finally, click on the green “Save Section” button to save your changes. 

 


