Guide for
Instructors

e Setting up your Syllabus link in
Brightspace (BrS)

» Editing and submitting your syllabus
content
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Step O: [Skip if n/a]
If you already had your Syllabus in Bb and have migrated materials to BrS,
DO THIS:

n YORiCollege CTLET Test Co :

View Topic

Content Announcements Assignments DiscUIRgElE g N R e

\ Hide from Users
‘ ‘ L ‘ SYI IabL Change File
‘ Delete Topic %

I;;l o\,en‘;w Submit Feedback Choose whether to remove from the Content view only or permanently
‘ Add dates anc delete from the course.

Move To

A BOOkma‘(S Add a descrip Remove the topic from Content but keep the associated file or activity in the
‘ Edit Metadata course.

5 comesbon
Delete Topic @ Permanently delete both the topic from Content and the associated file or

‘ activity from the course.

Tablejof Comtents \ i eSyllabus A Al associated files and activities will be deleted from the course
~ 2 Fb where the necessary permissions exist. This is irreversible.
i Week1 "

sl ’ Add b dul

.. Syllabus ourse a sub-modaule...

i Delete Cancel
Schedule

:: Course Materials




Step 2: Adding your BrS Syllabus link to your BrS Course

n YORKCollege  CTLET Test Course 1 588 = & [

Content Announcements Assignments Discussions Quizzes Class Progress Quick Eval Gra

%
| \‘ % Syllabus & Course Schedule .

Overv‘lv
=%

Add dates and restrictions...

[] Bookmarlk Add a description...

=] Course schlule Upload / Create %> Bulk Edit

Table of Contents ‘ ,’1 \ Add Cengage Content ate and update
‘ " Assignments
i Week 1 w Add ‘ub-module...
" 4 Checklist

Syllabus & Course ’ ‘ Simple Syllabus - York I Simple Syllabus - York
i V4 Discussions
Schedule

External Learning Tools @

Add a module...
Labster US



STEP 3: Change Name and Description

Syllabus & Course Schedule .

Add dates and restrictions... Done Editing

Add a description...

T Title Name
Existing Activities % Bulk Edit 1| eSyllabus+yourcoursenam

Edit title for Syllabus+yourcoursename

i) Simple Syllabus - York Add dates and restrictions...

xternal Learning Too " e
Simple Syllabus - York Simple Syllabus - York Description

* Under the "Bulk Edit" tab, click in the Title box to name your

k ! . . g
DOnt V\{orry. UG &) S L C_“Cks ol (e [l &ne youlr' syllabus, for example "eSyllabus+yourcoursename," then press
syllabus is not ready yet, they will see the message that "your ENTER/RETURN

DUENEEIEL I SO €D YEUr Sl s * Click in the Description box to edit or delete the default "Simple

Syllabus-York" description, then press ENTER/RETURN.
* Press "Done Editing" to confirm the changes.



Step 4: GO FAST or GO FAST BY GOING SLOW

Below is a screenshot of the landing page when you click on your BrS syllabus link.
Instructions for completing components and for publishing your syllabus are provided as you go.

READ THIS FIRST! (Help Text for Instructors)

display name

@ » Optional © <@ visible
B i U  x, x* A~ 15pt~ A & M=~ = ~ =~ = = €~
o [ Ok 8B © Q 2?2 = -~ A ©

GO FAST or GO FAST BY GOING SLOW
GO FAST (at your own risk = )

Click on "Click" at the bottom of this page then on each link in the pop-up to complete required components.

GO FAST
Click on "Click" at the bottom of this page then on each link in the pop-up to complete th

« Schedule

GO FAST BY G SLOW --LEARN MOR

: Il not be submitted until required components are complated.
o B o T
=]

GO FAST BY GOING SLOW --LEARN MORE & INSTRUCTIONS ==

Warning
READ THIS FIRST! (Help Text for Instructors) oo
completed.
GO FAST or GO FAST BY GOING SLOW - Office Hours and Instructor

Contact Information

« Where to Find Your Grades,

« Required Textbook(s}




Want to learn

m O re ! Use your York College credentials to login
" https://simplesyllabus.zendesk.com/hc/en-
Vl eW G U I D E by us/categories/16740554765325-FAQ-Instructors

Simple Syllabus

NEED ASSISTANCE? Contact us at Imshelp@york.cuny.edu
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