
How to Assign a Faculty Member to be a 
Course Editor within Simple Syllabus 
 
Making use of a Course Master is a way to create syllabi with information that cascades from the 
Course Master for the syllabi for each section of that course.  This way the material does not 
need to be entered over and over for multi-section courses. This is also advantageous when 
utilizing part-time instructors who may be new to teaching that particular course.   
 
Department Chairs and School Directors can assign faculty members from their department to 
the role of Course Editor. Below are step by step instructions as to how to do this (with 
screenshots). There is also a video that I created that shows you how to do this as well.   
 

Step 1 – Login to Simple Syllabus 
 
After logging in, go to the upper right corner of the window and click on Admin.  

 
 
In the popup that appears, click on the icon for Curriculum. The screen will then populate with 
courses within your department/school.  Click on the Edit icon at the left for the course for 
which you wish to assign a course master. 
 
Then look to the right and click the tab for Roles and click the icon that says +Add New Role. 
Then select Course Editor.  Where it says Search, type in the name of the faculty member who 
will be the course editor.  Then click Add. In this example, I added instructor Linda Quinn to be 
the Course editor for MTH 283.  
 

 
 

https://csuohio.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=1ca5272d-ea08-4929-9fd1-b47f011eed75


 
 
Then below Role, you will now see Linda Quinn assigned as Course editor.  
 

 
 
Simple Syllabus will automatically update.   
 

Step 2:  What does the Course Editor See? 
Now I will login as Linda Quinn and show what she sees in Simple Syllabus. Faculty members 
should click on the house icon at the upper left. They will then see the syllabi and Course 
Masters for which they are assigned. The course masters are at the right hand side of the window.  
In this case, Linda is a course master for several courses, but you can see the MTH 283 is listed 
below as assigned with the above steps.   
 
 

 



When the faculty member clicks the Edit button, they can then edit the syllabus. They can 
prepopulate the components from the CSU syllabus template with information that will populate 
each section for that course.  They can add components by clicking the + Add at the upper left 
and Reorder components with Reorder just below that. When finished, they should click the 
Accessibility icon at the lower right to have the document checked for issues related to Title II 
WCAG Accessibility for all.  Simple Syllabus will make recommendations as to how to fix 
anything to make it Accessible. 
 

 
 
Then hit Submit at the lower right and the material entered will cascade to each of the sections 
for that course. 
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