
How to Download All Your Unit’s Syllabi 
 
Downloading the Syllabi 
This can be done by people with Dean or Department Chair Status.  You can also add a 
University Staff person to run reports as well.  See document titled “How to Add a Report 
Generator to Simple Syllabus” for instructions.   
 
Log into Simple Syllabus. The screen you see when you login should appear like below.  If it 
does not, click the graph icon on the left side toolbar (see blue arrow below). 
 

 
 
Scroll down until you see the heading for Evidence Reports.  This section will do two things:  
1) make a CSV file that contains links to PDFs for every syllabus in your unit and 2) make a 
zipped file that contains the PDF file of each entire syllabus.  Click on Generate and also make 
sure the box for Include Private Components is checked if you want the entire syllabus 
(especially useful for accreditation or program review needs.) 
 

https://csu.simplesyllabus.com/


 
 
In this case it is showing the one syllabus made so far in the sandbox, but at the start of the term, 
there should be a row for every syllabus in your unit.  Click on Generate CSV to make a 
spreadsheet with links to each syllabus.  Click on Collect PDFs to download the zipped file that 
will contain the complete syllabi. You will need to click on Ready for download above those 
buttons when files are ready.   
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