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If a template was used to build your course, all you need to replace is the syllabus
file in the file manager. If you are building the course from a blank shell, move to
adding the syllabus tool.

Replacing the Syllabus File
1. Save your syllabus as a pdf on the desktop for easy uploading
2. Name the file “syllabus.pdf”
*You can use Adobe Acrobat Professional or cutepdf writer (a free software
download: http://www.cutepdf.com/Products/CutePDF/writer.asp)
3. Under Designer Tools click File Manager
g8 Manage Course
B File Manager
"2 Selective Release
[Qj File Manager 4. Click on the syllabus folder
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6. Find the file on your desktop by double clicking on My Computer
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Laolsin; !lff:l Deskkop 7. Double click on syllabus.pdf or select the syllabus and click
= |5) arbonne @ Budget open
L’:j |-7) Downloads and kest @] Chicken and Elack. B
Racent [C2) Learn and Burn @ inskructor
|53 people link images @ People Links
- [C) PSY 4210 sue @ style_content
@ |73 PSY1100-frank @j skyle_course
Deskkop o Sandyd (0) @] syllabus
|53 Sole Essentials
S IEQ sarariky @ tcashsetup
;;j 7 syllabus images @ Tracking Students
My Documents [C7) tracking images @ who's online
() WebCT
o () who's online images
E’ @_ﬂ Adobe Photoshop
My Computer @ BE Yista \Workorder
S @j bbq recipe
g File name: [ syllabus, pdf
My Mebwark, e
Places Files of bype: |.q|| Files
Resolve Naming Conflicts 8. A pop-up box will appear

Get Content operation could not be completed due to naming

Resolve naming conflict for:
1. syllabus.pdf

O Select another location:

+]

O Rename:

%] Replace existing
9. Select Replace existing

: = 10. Select OK

11. Your syllabus has been successfully uploaded

12. Go back to the Course Content page

13. From the Syllabus’s Action Menu select Preview

$ Go To Syllabus
| Preview ]
g2 Hide Item

E Syllabus i

ib Customize Link
I3 Move to Folder
[@ Remowve Link
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Adding the Syllabus Tool

1. Save your syllabus as a pdf on the desktop for easy uploading
2. Name the file “syllabus.pdf”
*You can use Adobe Acrobat Professional or cutepdf writer (a free software
download: http://www.cutepdf.com/Products/CutePDF/writer.asp)

3. In WebCT Vista under Designer tools select File Manager

g8 Manage Course

File Manager

'3 Selective Release
| Greate File H Get Files HCreate Folder | 4. Select Create Folder
Create Folder 5. Name the folder “syllabus” and click OK

*Title: syllabus
O Title 6. Click on the syllabus folder to enter the folder
1 Bacontent &
[ Coimages %
[ Ealmported _Resources %
[] £ Public Files 7;
[ Easyllabus 2
[ ‘ [l Cc'plclli::ldng this link l;\;ill open a r;éw browser winélo--
l‘Cr“eatE File ” Gef Filés H Creai:é F“oldef : 7. Click on Get File
8. Find the file on your desktop by double clicking on My Computer
My Computer
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A ’hﬂ sl 9. Double click on syllabus.pdf or select the syllabus and click
o =) arbonne B Budget
].J |-5) Downloads and test @ Chicken and Black B
Rétaci |3 Learn and Burn [ij instruckar
|-5) people link images @J People Links
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@ ) PS¥1100-frank, i@ style_course
Desktop 5 Sandyd (0} W] syllabus
|C5) Sole Essentials
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‘J 7 syllabus images @] Tracking Students
My Documents L2 tracking images @ who's online
[ WebCT
=1z |53 who's online images
g’ @ Adobe Photoshop
Iy Computer @] BE Yista Workorder
= @_‘] bbq recipe
‘Q File name: [ syllabus, pdf
My Metwork, =
Places Files of bype: ‘,q" Files
10. The file will upload into the syllabus folder
r 0 o ToO 11. Select the Syllabus from the Course Tools

<«

£ Course Content

I3 Announcements

Assessments

&) Assignments
Calendar

&) Chat

% Discussions

Ef Learning Modules &
£y Mail

ER Syllabus

&) Web Links 8
Who's Online

vour location: Syllabus 12. Select Use File under Select Syllabus Type

Select Syllabus Type
O Use built-in syllabus (Create
® use File (Choose a file from

Select Syllabus
You are currently using the file:

13. Click Browse
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14. Browse for your syllabus file under Class Files, and then
Your location; PSY 1010 - demo * syllabus the syllabus folder

Filte
] 15. Select syllabus.pdf
® Kisyllabus.pdf 2

16. click OK

images
g mgnrted Resources
yllabus

Your location: Syllabus

e e 17.Your uploaded syllabus will appear in a box below the
O Use built-in syllabus (Create Syllabus using online tool) syllabus tool
@ use File {Choose a file from your computer or the File Manager)

Select Syllabus
You are currently using the file: /syllabus/syllabus.pdf

Browse...

Preview
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18. To update and upload a syllabus, follow the previous directions under
replacing syllabus
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