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1 Moodle Syllabi Instructions Revised 5/20/2013 
 

Moodle Syllabi Instructions 
 
Perform the following tasks in each of your classes before the beginning of each semester. 

1. Upload your syllabus to the Syllabus folder in the Files area.  
See Posting the Syllabus in Your Class. 
 

2. Use the Syllabus block to submit a copy of your syllabus to Professional Support Services (PSS).  
See Submitting Your Syllabus to Professional Support Services (PSS). 

Posting the Syllabus in Your Class 
 
Do the following to upload and post your syllabus to a class in Moodle. 
 

Task   Screen Shot 

1. Open your Firefox browser.  
 

2. Type the following in the address bar: 
http://moodle.alverno.edu/ 
 

3. Press the Enter key. 
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2 Posting the Syllabus in Your Class Revised 5/20/2013 
 

Task   Screen Shot 

4. Click the Login link. 

 
5. Enter your Alverno network username and 

password. 

Note: Your Moodle password is linked to your 
network password, so your Moodle password 
changes when you change your Alverno 
network password. 
 

6. Click the Login button. 
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3 Posting the Syllabus in Your Class Revised 5/20/2013 
 

Task   Screen Shot 

7. To enter a class, click its link. 
 
Note: The Courses Available To You block in 
the left column of the page displays all your 
courses. 

 
 

8. Click the Syllabus folder to open it. 

 
9. Click the Edit button. 
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4 Posting the Syllabus in Your Class Revised 5/20/2013 
 

Task   Screen Shot 

10. Drag and drop your file from your computer 
into the drag and drop area of the folder. 

 
Your file will appear in the file area. 
 
11. Click Save changes 
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5 Posting the Syllabus in Your Class Revised 5/20/2013 
 

Task   Screen Shot 

12. Your filename will appear under the folder 
icon. 

 
13. Use the breadcrumbs trail to go back to the 

front page of your course.  Your syllabus has 
been uploaded to the course. 
 

 
  

mailto:helpdesk@alverno.edu


Technology Services  
414-382-6700 
helpdesk@alverno.edu     

 

6 Submitting Your Syllabus to Professional Support Services (PSS) Revised 5/20/2013 
 

Submitting Your Syllabus to Professional Support Services (PSS) 
 
Do the following to submit your syllabus to PSS. 
 

Task   Screen Shot 

1. If you are not already in one of your Moodle courses, 
enter a course by clicking its link on the Moodle 
homepage. 
 
Note: The Courses Available To You block in the left 
column of the page displays all your courses. 

 
 

2. Locate the Syllabus block on the right column of your 
course.  
 

 
3. Click the Submit to PSS link. 
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7 Submitting Your Syllabus to Professional Support Services (PSS) Revised 5/20/2013 
 

Task   Screen Shot 

4. Click the Browse button. 

 

 
5. Select your syllabus. 

 
6. Click the Open button. 
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8 Submitting Your Syllabus to Professional Support Services (PSS) Revised 5/20/2013 
 

Task   Screen Shot 

7. Click the Submit button. 
 
 

 
8. Close the Submit Course Syllabus window. 

 
9. The syllabus submission process for this course is now 

complete. Make sure to repeat this procedure for each of 
your courses. 

 
10. Click the My Home link in the breadcrumb trail to return 

to a list of all your courses. 
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