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Courses that are cross-listed or double numbered (e.g. undergrad/grad, two faculties offering two different 
courses in the same room, same time and same location) must be combined. 
 
In order to combine class sections, classes must have identical meeting pattern information (days, times, dates, 
instructors). Classes must also be in the same session. Make one course TBA (days and time information is not 
entered on the Meetings tab) including capacities and then input the date time, duration room and capacity in 
the other course. 
 
If sections have not been combined before, they have to be requested and approved via the scheduling 
website under concurrently offered sections. 

 
 Combining Sections: 

To combine sections follow these steps: 

1. Timetable one section with the correct days, times, duration and capacities (cap). Then add the 
second course as TBA (to be announced) and add the capacity (cap). Do not include anything else 
in this second course, everything MUST be TBA. 
 
Alternatively, you may schedule both sections TBA (by not entering any days and time on the 
meetings tab. When both sections are scheduled TBA it will be necessary to add the meeting day(s) 
and time information to one of the sections after combining the sections  

2. Once the sections are timetabled, proceed to the combined sections component/page. Click the 
Curriculum Management link. 

 

3. Click the Combined Sections link. 
 

4. Click the Combined Sections Table link. 
 

5. On the Combined Sections Table use the Look up button to select the Term or enter it directly in 
the search criteria. 
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6. Click the Session list.  

 
The session list has several options to choose. Most are not applicable. For this example we will 
select Regular Academic. 
 

 

7. Click the Regular Academic list item. 
 

8. When you have entered the search criteria on the Combined Sections Table, click the Search 
button or press Enter. 
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9. A list of combined sections will appear based on the criteria selected in the Combined Sections 
Table. For this example we will select PHIL405/PHIL609. 

 
Click the View Combined Sections link. 

 

10. Identify Combined Sections will be displayed with details of the combined sections. Particularly 
note the Enrollment Capacity. This is based on the combined Enrl Cap (Enrollment Capacity) of the 
two sections (e.g. 65). Enrollment capacity must have the combined total of both classes or the 
system will not recognize which section is open or closed and students will have issues registering. 
If there is a wait list attached to the course, the Wait List Capacity should be indicated. 
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11. The Class Description tab offers more details about the section (Description Name). To add another 
section, you can add a new row from either the Combined Sections tab or the Class Description tab. 
 
Click the Add a new row button. 

 

12. Click the Look up Class Nbr button. 
 

13. You can use the Lookup Tool or type part of the subject in the subject area to refine your search.  
 

 
 

14. The new section will appear. Click the Combined Sections tab. 

 
 
When combining another section, double check the Enrollment capacity. It must have the 
combined total of both or all classes or the system will not recognize which section is open or 
closed and students will have issues registering. The total enrollment capacity is the total for each 
Enrol Cap section you wish to combine. The total enrollment capacity is the total for each Enrol Cap 
section you wish to combine. 
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15. Click the Save button. 

 

16. When combining sections they must have identical meeting pattern information (days, times, dates, 
instructors). Classes must also be in the same session or this message will appear. The class 
numbers will indicate which sections you are trying to combine (this is an example only). 
 

 
 
Note: Make one course TBA (days and time information is not entered on the Meetings tab) 
including capacities, then input the date time, duration room and capacity in the other course. 
Click the OK button. 

 

17. Otherwise, if no warning message appears, press the save button. 
 
Click the Save button. 

 



Combining/Uncombining Sections 
SA – Schedule of Classes - Timetabling 

 

 
 

6 | P a g e  
    May 2018 
 

  
Confirming the Combined Sections: 
The next steps will explain how to confirm the combined sections. 
 

1. Click the Curriculum Management button. 

 
2. Click the Schedule of Classes menu. 

 

3. Click the Schedule Class Meetings link. 
 

4. Enter any search criteria on the Schedule Class Meetings page for the class section combined 
previously.  
 

 
Click the Search button. 
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5. If the sections have been combined, the hyperlink Combined Sections will appear. Note: If you left 
the sections TBA, please enter the days and times on the Meetings Tab and they will automatically 
update the other sections. 
 

 
Click the Combined Section link. 
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6. The Combined Section Detail will appear. This is a view only page and no changes can be made. 

 
 
Click the Return button. 

 

 Uncombining Sections: 
 
Combined Sections roll over from the previous year. If a course is no longer being offered it should 
be uncombined. Note: you can only uncombined sections when your access is “open”. Once your 
access is closed, contact the Scheduling Office to uncombine the sections. 
 

1. Click the Curriculum Management link. 
 

2. Click the Combined Sections link. 
 

3. Click the Combined Sections Table link. 
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4. Search for the desired Term and Session and press Search or Enter. 

 
Click the Search button. 

 

5. Based on the selection any combined sections will appear. 
Click the View Combined Sections link. 

 

6. To Uncombine a Section, click on the minus sign at the end of the row. 

 
Click the Minus "-" button.  Repeat this for every combined class listed. 

 

7. Click the OK button. 
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8. Return to the Combined Sections Table and remove the combined section listed on the table by 
clicking the Minus “-“ button at the end of the line. 

 
9. Click the Save button. 

 
10. After uncombining sections all scheduling information for the uncombined classes will be set to 

TBA. All timetabling information is gone and you will need to update the sections with their correct 
day, time and duration.   
 
For the corresponding online learning; consult:  www.ucalgary.ca/ittraining  
 
End of Procedure 
 

 

http://www.ucalgary.ca/ittraining

