
Placing your Syllabus Online

The following steps will help you upload your course 
syllabus to your “Online Course Shell”.

Step 1. Login into your course. 
Check  - to make sure you are in 

Build mode.

Step 2 . Locate and click on 
the “Syllabus Tool”.
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Step 3. Click the “Use File” 
radio button

Tip: Your syllabus document should have been saved in “RTF or 
PDF” format. Saving in either of these formats will make it easier 

for the student to access and read the document.

Step 4. Then click  -
”Select” Note: The window will change 

to add a “Select Syllabus 
heading and a Browse button”.
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Step 5. Click the “Browse 
Button” to open the “Get Files 

Window”
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Step 6. Click the “My Computer 
Icon” on the “Get Files Window” to 

browse your computer for your 
syllabus file.

Step 7. Click to highlight the 
located syllabus file

Check to make sure 
its listed here

Step 8. Click the 
“Open Button” to 

upload the file
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The process is complete and 
you should see your syllabus 

file listed.
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