
Instructor develops new
course proposal

discuss ideas/suggestions for
new courses with DUS

Instructor creates course
proposal in CIM and submits

it to workflow

Instructor creates course
proposal in CIM and submits

it to workflow

Instructor
Submits course
proposal

DUS
Approves course
proposal or rolls
it back for more
information

Registrar Review
(URO)

Course proposal
reviewed for missing

information

Registrar
(URO)
Course

proposal held
pending more
information

YC CSC
Course proposal on
agenda for next CSC

meeting

Post CSC
Approval email sent to DUS
and instructor; editing;
held for cross-title and DD
confirmations and answers

to CSC questions

Banner
Course proposal bridges
overnight to Banner;
available next day for
offering in WEN

Course is offered in WEN
Dept admin offers course in
WEN. Instructors provide: max
enrollment, days/times,
instructor permission, final
exam, course restrictions.

Course appears in YCS
The day after the course is
offered in WEN it appears in
YCS. Instructor checks that all
information is correct.

Canvas site opens
Once a course appears in YCS,
the Canvas site opens. The
Canvas site will not open until
the instructor’s name is listed in

YCS.

Instructor adds
expanded course
description and
syllabus.

Once the syllabus
is in Canvas – a
button appears on
YCS so students
can view the

syllabus from YCS.

Student registration
Courses listed on YCS are

available for registration. During
the registration period students
enroll in courses. Students only
register on their Registration

worksheets.

Preliminary roster
Once registration opens, those
listed as “students” are registered;
those listed as “visitors” are not
registered. Visitors may or may not
choose to register. If visitors do
not register, their names are
removed after add/drop.

Add/drop
During A/D, students update
their registration worksheets as
needed. Faculty may see
changes to their rosters.

Faculty Class Rosters/Grade
Submission

FGS will be open with class rosters
during A/D. Faculty should confirm their

final roster at the close of A/D.

Course
Proposal
Workflow

Term Definition
A/D Add/drop period
CIM Course Inventory Management
CSC Course of Study Committee
DD Distributional Designations
DUS Director of Undergraduate Studies
FGS Faculty Class Rosters/Grade Submission
URO University Registrar's Office
WEN Course offering system
YCS Yale Course Search

Instructors and
department admins
monitor course
proposal progress
through workflow,
including cross-
listings.


