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Working with the Syllabus

Since the syllabus contains so much important information, it can become a very long document. To make it easier to find information and read it on the screen, it's a good idea to divide the syllabus up into several documents. These separate documents-- such as a course overview, grading criteria, calendar or schedule--can then each be uploaded to the Blackboard learning environment.

However, it's also good to provide your students with the complete syllabus in an easy-to-print format. This document describes a way of working with the syllabus that will meet both of these goals. 

1. Create your syllabus as a Word document.

Include all the recommended information in one document. Save this document to your local computer. You'll put this version of your syllabus into your online classroom for students to download and print.

· Go to the Control Panel in your Blackboard classroom.

· Click the content area where you will put your syllabus information.

· Click Add Item, fill in the text boxes, and browse to and select your syllabus document.

· In the Name of Link to File box, type "Click here for a printer-friendly version of the syllabus."

· Select the appropriate options, and click Submit.

2. Divide your syllabus into several documents.

After you have saved the complete syllabus, divide it into several separate documents by copying and pasting sections of the text. 

· Open your complete syllabus document.

· Review your syllabus and decide how to divide it into separate documents.

· Highlight a section of text.

· Copy the section of text. From the Edit menu select Copy, or press Ctrl+C, or right-click and select Copy from the context menu.

· Open a new document. From the File menu, select New, or click the new document icon on the toolbar.

· Paste the text into the new document. From the Edit menu select Paste, or press Ctrl+V, or right-click and select Paste from the context menu.

· Save the new document to your local computer.

3. Convert your document into a Web page.

· From the File menu, select Save as Web Page.

· Note: If you haven't used this menu option before, you may first need to click the double arrows at the bottom of the menu to view all the options.

· In the Save As dialog box, navigate to the same folder where you saved the Word document, check that the filename is also the same, and then click Save.

· Look for the Web page you created. In the folder on your local computer where you saved these documents. You should now see two files with the same name, but one will have the icon for MS Word files, and the other the icon for Web pages--Internet Explorer or Netscape, whichever is your default browser.

4. Repeat steps 2 and 3 as necessary, then add the syllabus Web pages to your Blackboard classroom.
· Add your document to Blackboard as you usually would, except when you browse to the file to upload, select the Web page (or HTML version) instead of the Word document.

