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University Registrar's Office

Thursday, October 12, 2023

Creating Discussion/Lab Sections

Dear Colleague,

Creating discussion and lab sections using Courseleaf is a two-part process, and the steps are similar
to the current course offering process. You can find step-by-step instructions on the attached
Discussion and Lab Section Instruction Guide. If you need additional assistance with the Courseleaf

discussion/lab section process, email courseleaf@yale.edu to schedule a one-on-one virtual meeting.
Please follow the calendar below to make sure that sections will be ready for your students:

Thursday, October 12

e |Instructors received the Discussion Section Information form by email (see list of recipients).

e |[f your department or program has not finished offering spring classes or if you are waiting for a
new faculty appointment, you may not see all of your faculty on the attached list. Forward the
form to any instructors missing from the list that are teaching lecture or lab courses with

pending TF allocations that require discussion or lab sections.

e Begin adding the discussion/lab section Instruction Type to courses in CIM that you know will
have discussion or lab sections (see Instruction Guide). Once you update the CIM form there is
an overnight refresh, so you won’t be able to start offering the discussion/lab sections in WEN
until the next day. Note: if you have already done this step during a previous registration period,

you don’t need to do it again.

e Begin offering discussion and lab sections in WEN for the courses for which you added the

Instruction Type in CIM.

Monday, October 23

e Deadline by which instructors should send you their completed Discussion Section Information
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form.

e Continue offering discussion and lab sections in WEN.
Friday, November 10

e This is the deadline to offer at least one discussion and lab section for each associated lecture.
(Note: additional sections can be added and edits can continue to be made throughout the

registration period.)
Monday, November 13

e Yale College students begin registering for discussion and lab sections through Yale Course
Search. Simultaneous enrollment in both the lecture and its associated discussion or lab section

is required.

For questions about using CIM and WEN to offer discussion and lab sections, contact

registrar@yale.edu and courseleaf@vyale.edu.

Thank you for your help in preparing for the opening of the spring term registration.

University Registrar's Office

246 Church Street, 3rd Floor
New Haven, CT 06520-8321
(203) 432-2330

registrar.vale.edu

Contact the University Registrar's Office at registrar@yale.edu.
Copyright © 2023 Yale University ® All rights reserved

=

B B BB B @

This email was sent by: Yale University
P.O. BOX 208109, New Haven, CT, 06745 US


mailto:registrar@yale.edu?subject=RE%3A%20Creating%20Discussion%2FLab%20Sections%0A
mailto:courseleaf@yale.edu?subject=RE%3A%20Creating%20Discussion%2FLab%20Sections%0A
https://click.message.yale.edu/?qs=3278537eca1f857ce75adac8af077cc1a8c2744755ee6f030196aff050214249caa158ebba54d8de438066ae42c1eff33ae73c5c5273f922
https://click.message.yale.edu/?qs=3278537eca1f857c1ef7fbd6fdca3fc06d26596c914751c7dafe9131f46fc0d2377a462a702e6accee6208ba7e457e1e5d3ce29731e20627
https://click.message.yale.edu/?qs=3278537eca1f857cb34d5ec9e17f346131bc4847aab9b24bd65740772f74e7380a8752a46ce6a4592591cd176dda8d98ba1006ec67852136
https://click.message.yale.edu/?qs=3278537eca1f857c60d46a235bb6200e6ce8290bee0c9081e1487fbe161f9ca43a0924f04cf372701145f487f1b41e9123db802279836b97
https://click.message.yale.edu/?qs=3278537eca1f857cbfbf2cbe52e7f78c20a00ec186951b7aeba56b0dc3b9c285ea9517d28a411fa9518a1916b966ef3410194d3614cc089e
https://click.message.yale.edu/?qs=3278537eca1f857cabc100cbe7cf8107c2d9c6be75499bc03d5d11852a1fe886549925cc07dd0acabe3e260c7f2d327a7ee65a9f2c3a9664
https://click.message.yale.edu/?qs=3278537eca1f857cd7b8ef4cf33db5b0260facb0f5671b1d21f5882744d2f890b983d0581a9380eb60f06c302f7ac216201d162f991c8e60
https://click.message.yale.edu/?qs=3278537eca1f857c487345a78283b30b14aa98e9a197ae63a531e62e2442792bce1a5f9b1d902eb85a1db9e0fdadb0c09e1762b3d8bbe647
mailto:registrar@yale.edu?subject=

