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You may add a syllabus to a content area. You can link to an existing document that will serve 
as the syllabus or create a new syllabus using the Syllabus Builder. The following instructions 
show you how to add a syllabus by linking to an existing file. 
 
1. To add a syllabus to a content area you should select the content area from the control 

panel. 

 
 

Note: If the content area you would like to add the syllabus to does not 
exist, you can create it by following the instructions for customizing 
the course menu.  

 

2. Select Syllabus from the drop-down menu that appears on the upper right of the screen, 
then click GO.  

 

 

 
3. You should see the Add Syllabus form after you click GO.  

Enter a name for your syllabus in the Syllabus Name field.  
4. Select the Use existing file button and then click on the Browse button and navigate to 

find the syllabus file on your computer. Click the Submit button when done. 
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5. After you click the Submit you will be taken to the Modify item form. You may customize 
the name by choosing a color. In the text box you may add any needed information 
(optional). 

 
 
6. The file you attached in step 4 of these instructions should appear in the Content section. 

You can remove or modify the file if needed.  
7. Under Options choose the appropriate options for content availability, tracking views and 

any date/time restrictions, then click submit. 
 

 

The file you 
attached should 
appear here. 


