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Syllabus

With the Syllabus tool, you can make a syllabus available to students to provide
them with course information such as:

e your contact information and office hours.

e course objectives.

¢ the institution’s academic policies

e your policies regarding late assignments, make-up exams, etc.
e a course outline and important dates.

e overviews of course lessons.

e required texts and recommended reading.

Your location: Syllabus
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& courze Policies
Introduction This section advises students of my policies regarding late assignments, missed exams, etc.
Additional Late Assignments
information Unless you have a walid doctor's note, you will be docked 10% for each day that your

assignment is late.

Missed Exams

If you have a valid doctor's note, you can re-schedule missed exams. Exams will not be
returned to students until all students have submitted their exams.

& University Palicies

Introduction For information on the university's policies regarding plagarism, please wisit the university
website: http:funiversity.edu.ca/policies.

Student View of Syllabus
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Syllabus Tool by Tab

e Create a Syllabus or import a file.
o Edit the Syllabus.
e Create a printable view of the Syllabus.

Build ] From both the Build and Teach tabs, you can:

Teach

% TERMS TO KNOW

When you create a syllabus, you are using the built-in syllabus.
Built-in
Syllabus

The built-in syllabus contains six different sections to which you can
Item add course information; each section is called an item. The built-in
syllabus contains the following items:

e Goals e Custom
e Policies e Lesson
e Course Requirements e Resources

When you import a syllabus, you are using a syllabus file.
Syllabus

File
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The Syllabus Interface

Your location: Syllabus

Select Syllabus Type

# Use built-in syllabus {Create Syllabus using anline tool)
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Creating a Syllabus

You can use the built-in syllabus feature to enter information or you may import a
file that has been created.

To create a syllabus using the built-in tool:

1. Under Course Tools, click Syllabus. The Syllabus screen appears, with

the default items (section information and section instructor) automatically
populated.

2. Click Add Syllabus Item. From the ActionLinks menu, select the item
type.

Your location: Syllabus

Select Syllabus Type
® Use built-in syllabus {Create Syllabus using anline toal)
© Use File (Choose a file from your computer or the File Manager)
| Add Syllabus Item | [ Printable Version |
x|
|| Goals _A” 1
7
Course reguirements
| custam rmation: DATE2 %
)| Lesson ructar; Jay Istvanffy 2
Resources — 8
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Note: You can add multiple instances of each item and customize the
titles.

3. Complete the required fields. You may change the Heading, if desired.
Each item type has unique fields and settings.

Create Policies

*Heading: IPolicies

Introduction: [This section adwises students of my policies regarding late =]
assignments, missed exams, etc.|

E

Additional zh3=Late Assignments«</h3z (=4
infarmation:  |inless you have a valid doctor's note, you will be docked 10%
for each day that your assignment is late,

<h3=Missed Exams</ha>

If you have a valid doctor's not You can use

exams. Exams will not b rrned

students have s ftted their exa HTML tagS to
format item

W Use HTML information.

| Cancel

* Required field

|1

4. Click Save. The Syllabus screen appears and the item is added to the
bottom of the item list.

Other actions you can perform in the built-in Syllabus:

e Move selected items, to rearrange how the items are presented.

e Show/Hide syllabus items to determine whether they are visible to
students.

e Delete items.
e Expand/Collapse item information.

Once your syllabus is created or uploaded, students can access the syllabus
through the Course Menu or you may create a link to it on the Home Page or a
folder.

Importing a Syllabus File

If you have created a syllabus, you can import the file and make it available to
section members.

Note: The file should be in HTML or plain text for the easiest student access. If
the file is in a format other than plain text or HTML, students must have the
necessary software or viewers to open the file.

To import a syllabus file:
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1. From the Syllabus screen, under Select Syllabus Type, select Use File.

Your location: Syllabus 2 http://cebtraining.blackboard.com - Content... [= [[8][X]
Syllabus Get Files

Select Syllabus Type Eﬂ\]
O Use built-in syllabus (g I
@ use File (Upload a file

Select Syllabus
You are currently using thg

|

My Computer

Printable Version —l

Upload Files from Your
My Files Computer

The Java applet for selecting and
Class Files | \ploading multiple files was
closed. To reopen the applet,
click My Computer.

If you do not want to use the
Java applet, you can individually
select and upload files. Click here
fo select files individually.

Preview

An external source file has not

&] Done & Internet

2. Under Select Syllabus, click Browse and locate and select the file. The
Syllabus screen updates and the file is displayed.

Previewing the Syllabus
You can preview how the syllabus will look when it is printed.

To view the printable version of the Syllabus, from the Syllabus screen, under
Preview, click Printable Version. The syllabus is previewed in a pop-up window.
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