
Summer-Winter Course Approval 
Process on Courseleaf
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Approving Courses through Courseleaf

• After Summer-Winter Office has submitted a list of 
potential summer-winter course offerings with 
supporting enrollment data, departments will select 
a list of in-scope, undergraduate courses that are 
not part of a lock-step program based off of that 
data, internal discussions and approval from deans.

• Each section of the course is created by the 
department and then approved by the Summer-
Winter Office on Courseleaf.
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Step 1: Departments Use Courseleaf to 
Create Course Sections 

• Log into Courseleaf’

•Under the section “___ Academic Year,” click on the link that 
applies to the current session/term (ex: Winter 2020-2021, 
Summer 2021, etc.). 

• Create a new course section on Courseleaf (see next slide for 
detailed instructions)
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Step 2: Departments Create Course 
Section on Courseleaf

• When creating the course section, under the “Status” drop-

down box in “Section Information,” select “Active (Summer-
Winter Office).” 

•Click “Save Section.” 
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Step 3a: Validate Course Section

• After saving the section, validate course section by clicking 
on the red “Validate” button on the top right-side of the page.

5



Step 3b: Submit Course Section to 
Summer-Winter Office 

• After you validate the course section, Courseleaf will bring up 
a window that says “Validating Scheduling Unit.” 

• Click blue button on bottom left-hand corner that says “Start 
Workflow.”

• This will submit course section to the Summer-Winter Office. 
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Step 4: Summer-Winter Office Approves 
Course Section 

• Once course section has been validated and the workflow has 
been started, the Summer-Winter Office will receive 
notification to approve or rollback the course. 

• If the course section meets the scope of summer-winter 
revenue share courses, the course will be approved. 

• If the course is not in-scope for summer-winter, the Summer-
Winter Office will roll back the course to the respective 
department with comments. 
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Summer-Winter Office Contact Information

If you have any questions about the timeline, course offerings 
or other general information about the summer-winter course 
selection process, please contact:

Jacob Wierson, Summer-Winter Program Coordinator

jacob.wierson@slu.edu

314-977-3534
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