
Step by Step:

4/28/2011

Adding a Syllabus Using the Syllabus Tool

1. Open a course and be sure 
Edit Mode is ON.

2. Go to the desired content 
area.  In the action bar, point 
to Build Content and select 
Syllabus from the drop-
down menu.  Select 
Syllabus.  (To add a 
syllabus as a simple File,  
select File from the menu.)

3. On the Add Syllabus page, 
enter a name into the 
Syllabus Name field.

4. To add a file from your 
computer, select Use 
Existing File and Browse 
My Computer or Browse 
Course.

There are three ways to add a syllabus to a content area:  1) as a simple file,  2) as a file 
using the Syllabus tool, and  3) as content built with the Syllabus Builder tool.  This document 
addresses option 2.
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5. From the Choose file 
window, find your file and 
click the Open button.  
(Save a syllabus as a pdf or 
html document.  MS Word 
documents do not display 
properly.)

6. You can see your file has 
been added.  If you decide 
not to use it, click the Do not 
attach link.

7. Click the Submit button.

3. 
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8. The syllabus is added as an 
Item.  On the Edit Item 
page, add a description or 
text if desired.

9. Select the Options.  To 
make your syllabus visible to 
students, click Yes to Permit 
Users to View this 
Content.

To restrict the visibility of 
your syllabus to certain 
dates, select the dates and 
times on the Select Date 
and Time Restrictions 
section.

10. Click the Submit button.

11. Your syllabus appears as a 
linked file on the content 
area.  If a description is not 
needed, simply add a file 
outside the Syllabus tool.

4. 


