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• There are two ways to Add a component. At the bottom of the syllabus template, there is 
a + sign. Click that to add a component and then give it a name. 

 
 

You can also scroll up to the top of the syllabus and select the green + sign with Add 
underneath. Click that and then enter the name of the component.   

 



 
 

WARNING!  The default setting for Simple Syllabus is to make new components 
Public (see green arrow above).  Please change that from Public to Private.  That way 
only your students see this new component and not the general public. 
 
If you are creating Course Master and you want instructors at the section level to edit 
what you want, click the Section box under Editors on the right (blue arrow).  If not, 
leave it blank.  If you want less space between lines within the component box, use Shift-
Enter (Windows) or Shift-Return (Mac). 

 
• To reorder the components within a syllabus click on the Reorder button at the top left of 

the syllabus (see up two images).  You will then get a list of all the components and you 
can drag components up and down to put them in the order that you wish. 
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