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 Accessing the Syllabus Tool
 To access the Syllabus Tool, use the following URL: 
 https://apps.uhcl.edu/SyllabusTool/
 To login, please using the “Sign In” link located at the top right of the application screen, using your UHCL Computer ID and password.
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 Searching for a Syllabus
 By clicking on the "Search" link, you can search for syllabi by different criteria.
 Term: Use the drop down box to select a specific term to retrieve a syllabus. The default is the current semester; however, you can search as far back as Fall 2010.
 School: Use the drop down box to choose the school in which the instructor taught the course.
 Rubric: You can narrow your search criteria further by selecting a course rubric.
 Instructor: Finally, you can search for a syllabus by instructor and retrieve all the files for that instructor for all terms, schools, and rubrics.
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 Searching for a Syllabus - Continued
 Select the Semester, School, and Rubric that you want to search, and click the Search button:
 Once the search is complete, the Search Results will be populated with the courses that fall under the selected search criteria: 
 Clicking on the instructor name will open a new email with the instructor’s email address in the mail-to
 field. You can search further within these results by using the “Search” text box within the Search Results.
 This will automatically filter the results based on what you’ve entered.
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 Uploading a Syllabus File
 If you are an approved user (instructor or secretarial staff), you will be able to upload syllabi.
 Once you log in, you will see a "Manage Syllabi" link in the top left-hand corner.
 Click the “Manage Syllabi” link and select the correct search criteria for the syllabus you want to upload. Click the “Search” button.
 When the results appear with the correct course to upload the syllabus, click the “Manage” button.
 Enter the category, title, and description; then browse to the location of the local file on your hard drive. Select the “Upload” button.
 If successful, you will receive a confirmation message. A message failure may indicate that the file is over 15mb or is not in the correct file format. Acceptable file formats are .docx, .doc, and .pdf.
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 Deleting a Syllabus File
 On occasion, you may need to delete a syllabus file. Once logged into the application, you will click on
 the “Manage Syllabi” link at the top left hand corner.
 Select the desired search criteria.
 Next to the syllabus file, you will see the option to delete the file indicated by a red trash can icon.
 Select the icon next to the syllabus you want to delete. You will receive confirmation that the file was successfully deleted.
 Back
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 Accessing a Syllabus File
 To download a copy of the syllabus file, click on the file
 name.
 Depending on the browser used, you may be asked for confirmation to open or save the file:
 Select “open” or “save” depending on your desired outcome.
 The document will be opened by the application it was created with as long as the native application is installed on local machine. It is recommended that syllabi be saved in pdf format where they can be opened with a free version of Adobe Acrobat Reader.
 Back
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