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Step 1
 Log into your My.Astate account
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Step 2
 Click the “Syllabus Uploader” tile
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Step 3
 Choose the semester 
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Step 4
 Your course list should be visible 

 Your course list will look similar to this one

 Click Green “Upload”
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Step 5
 Then, click the “choose file”  button to upload your 

syllabi

 Please upload the appropriate syllabus for every 
CRN listed

 File type must be .doc, .docx, or .pdf
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Step 6
 After you have uploaded a syllabus for all CRNs, 

your page will have a blue button titled “syllabus”. 
The file name has been automatically changed to 
the CRN and the blue “syllabus” button confirms 
your syllabus was loaded.  
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Step 7
 After you have submitted all of your syllabi, click 

logout!

 You’re done!

 Thank you!

Office of Assessment 1/14/2020


	Syllabi �Upload �Process
	Step 1
	Step 2
	Step 3
	Step 4
	Step 5
	Step 6
	Step 7

