
Simple Syllabus 

from Fall 2024 – Spring 2025 

 

Please follow these steps to reuse an existing Simple Syllabus for another class. 

 

1. Open the Simple Syllabus for your class. 

 

2. Select the term and section number under the “Select a syllabus to copy 

from” area. 

 

3. Your previously selected Simple Syllabus will transfer to the Simple Syllabus 

associated with the new class. 

 

 

 

 

 

 



4. Select the “Reset” option on the left-side panel in Simple Syllabus and 

choose the following components to reset:  

 

- Required Text/Materials 

- Course Learning Outcomes 

- Course Calendar 

- Course Outline 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Select “Reset” and then “Close”. 

 

 

 

 

 

 

 

 

 

 

 

6. Add information to the following fields in the “Instructor Information” 

component and select “Save” in that component once completed:  

 

- Office Location: Canvas 

- Student Hours: By appointment/BigBlueButton 

 

7. Preview the “Required Text/Materials” component to ensure what is listed 

matches the materials for your class. This information is updated nightly to 

match adoptions reported by Follett. Do not delete or edit what is listed. If 

it appears incorrectly, please email Syllabus@fscj.edu. 

 

8. Preview the “Course Learning Outcomes” to ensure the information auto-

populates for CeL-developed courses. 

 

9. Copy the “Learning Plan” information and table from your course’s Learning 

and Grading Plan document and paste it into the “Course Outline” 

component. 
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10. Select the “Invisible” toggle option in the “Course Calendar” component. 

 

11. Delete the pre-populated information in the “Grade Breakdown” 

component. Copy the “Grade Breakdown” information and table from your 

course’s Learning and Grading Plan document and paste it into the “Grade 

Breakdown” component. 

 

12. Add the class activity due dates when finalizing the syllabus. This may be 

done in the “Course Outline” component or by setting the due dates for all 

activities in the Canvas course, as well as setting their availability dates and 

publishing them, and then making the “Course Calendar” visible in Simple 

Syllabus by deselecting the “Invisible” toggle option in that component. 

 

Please refer to the “Simple Syllabus Distance Learning (DL) Components” 

document for important component-specific information. 


