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[image: Logo featuring two overlapping speech bubbles in teal and orange with a white pen nib in the center, representing communication and writing. Text to the right reads "Gatorevals" above "University of Florida" in blue, indicating a platform or service related to evaluations at the university.]

Splitting Course Sections 

Visit the GatorEvals central portal via - https://my-ufl.bluera.com

Please review the Use Cases for Splitting a Class Number on the GatorEvals website before splitting to learn about typical use cases where splitting could occur and when not to split. 

Course sections/Class Numbers can be split into multiple sub-sections for evaluation purposes between different instructors and teaching assistants.
 
For you to split courses, you may click the current term “Main DIG Project...” under “My Active Tasks”

[image: Screenshot of GatorEvals DIG projects in the Active Task menu]
OR you can type “Main DIG Project” in the upper search bar of the page.



[image: Screenshot of GatorEvals DIG projects in the Tasks menu after searching for the word dig in the search bar. ]

On the new page, locate the course section you want to split.
Choose the course section you’d like to split and click on the three dots button, and then select “Split”.

[image: Screenshot of a user interface displaying a table with columns labeled Actions, Alerts, Status, and Group, showing groups named Instructors and Students with associated numbers. A dropdown menu under Actions is open, highlighting the option "Split" in red, alongside options "Restore" and "Publish," indicating user interaction with bulk action controls.]

Enter the number of sub-sections the course section should be split into and then click “Yes, I’m Sure”.
[image: Screenshot of a course confirmation interface showing a table with details for two courses, including Object ID, Name, Eval Start and End dates, Evaluation status, SSR Component, Medium, College, Department, and Course Start Date. The table uses a white background with black text, and navigation controls appear below, along with "No, Cancel" and "Yes, I'm Sure" buttons on the bottom right.]
 	 
Once the split is complete a new code will be shown (an S alongside the number of splits).

In case you found that you made a wrong split. You can click on the three dots beside the course section and select “Unsplit”. Then select “Yes, I’m Sure”.
You can also click on the three dots and select “Restore” to bring the course back to the original.
 


[image: Screenshot of a user interface displaying a table with columns for Actions, Alerts, Status, and Group, showing selected rows with checkboxes and alert indicators labeled S2. The table includes groups labeled Instructors and Students with associated numeric values and icons, highlighting modified statuses and an option labeled "Unsplit" in a tooltip.]

The original course sections' details are kept for comparison purposes, alongside rows for each of the new sub-sections.  

Split 1 shows the primary instructor who gets the standard evaluation and Split 2 shows the TA or GA who gets the UNV-LEC form.

[image: Screenshot of a table displaying data for instructors and students across different rows, with columns showing counts and numerical values. Key elements include "Modified" status labels in blue, a highlighted yellow row, and a red text entry "UNV-LEC" indicating a specific category or status.

AI-generated content may be incorrect.]
Assigning Instructors

a. You can now review instructors at a glance by clicking the three dots in “Group”, then “Expand Instructor”

[image: Screenshot of a table displaying group data with columns for Actions, Alerts, Status, Group, and Object ID. The table includes checkboxes, status labels marked "Original," group names "Instructors" and "Students," numeric values, and a dropdown menu with options to expand all, instructors, or students.]

b. Click the pencil icon beside Instructor to remove an instructor from each split before publishing the course.

[image: Screenshot of a table displaying groups categorized as Instructors and Students with corresponding numeric values. The table includes checkboxes, status labels marked "Original," and editable counts highlighted in red for Instructors (2) and Students (61) in the selected row.
]

[image: Screenshot of a user interface table displaying status and group information for Instructors and Students. Key details include modified status labels, eye icons with numerical indicators showing views or counts, and dropdown arrows for group expansion.]

c. If the instructor(s) listed is incorrect or you want to remove an instructor after splitting, check the box in their row and then select the Remove button at the bottom left of the Instructor screen.

[image: Screenshot of a user interface showing a list with checkboxes under a search bar labeled "Alerts." The list contains three items with two checked boxes and one unchecked box, along with a "Remove (1)" button at the bottom.]

d. To add an instructor, click “Assign Instructor” in the upper right. Search for the correct / new instructor and click the blue Assign button at the bottom right to add them to the course.
[image: Screenshot of a user interface showing two clickable options: "Refresh List" with a refresh icon and "Assign Instructors" with a user icon. The "Assign Instructors" option is highlighted with a red oval, indicating focus or selection.
]

 	 
Review each row for the course fields and update all details to what should be in the finalized evaluation data (evaluation dates, course start & end dates, associated instructors etc.). 


[image: Screenshot of a table displaying publication status and user engagement for multiple entries, with columns for checkboxes, status icons, publication labels, and counts of instructors and students. Notable details include green "Published" labels, varying instructor and student counts, and expandable dropdowns showing specific user numbers.
]

When you scroll to the far right, you will see the course start and end dates.

[image: Table displaying evaluation data with columns for Name, EVAL_START, EVAL_END, and EVALUATE. It lists three identical entries for "AEC3030C-10157: Effect Oral Communica" with evaluation periods from April 6, 2026, to April 24, 2026, and all marked "Yes" under EVALUATE.
] 
 
To finalize, click on the three dots and select “Publish”. This will send the updated sections to the finalized course evaluation data where this will appear as 2 individual course sections.

[image: Screenshot of a course management interface showing bulk action options including merge, split, restore, and publish courses. The interface lists groups with instructor and student counts, with several courses marked as published and selection checkboxes on the left.
]
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