
Using Simple Syllabus via Canvas 
 

Step 1: Access the Syllabus 
1. Log in to your course. 
2. Click the Simple Syllabus hyperlink from your course navigation menu. If it’s not visible, you can 

enable it by editing your navigation menu. Move the Simple Syllabus link to the top of the 
navigation menu – this will make it easier for students to find. 

3. If you have multiple sections of the same course or graduate/undergraduate sections and plan 
to merge them, please upload your syllabus for each course before beginning the merging 
process. 

Note: Simple Syllabus is not public. Students can only view your syllabus in Canvas. Administrative 
and reporting users have access to your syllabus. 

Step 2: Edit the Syllabus 
4. Click Edit syllabus at the top of the syllabus image.   You can edit the syllabus until the end of 

the term. 

 

  

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-manage-Course-Navigation-links/ta-p/1020


 

 
NOTE: On the right side of each syllabus component, you will see an arrow that can expand to 

show “Help Text,” which tells you exactly what you need to put in that field. 

 

 
 

 
 

5. Throughout the syllabus, you will see various types of syllabus components for you to enter/edit 
data: 

 
a. If the syllabus component looks like this, click the pencil icon to edit the information in 

that field.  

 
b. If the syllabus component looks like this, just type your information into the text box 

and use the formatting toolbar across the top to edit the text. 
Note: If this is an “optional” component and you leave the text box blank, this 
component will not show up on your syllabus. 

 



c. For the Required Text and Materials Field, use the “book search” field to search for a 
book, and it will auto-populate the citation details and a photo of the book cover. You 
can still edit these details if necessary (for example, if our bookstore uses a different 
ISBN, you can still edit/change the populated ISBN).  
Note: This is not connected to the UNA Bookstore. Enabling the “Textbooks link” in your 
Course Navigation in Canvas allows students to reach the UNA Bookstore. 

 
 

d. For the Course Objectives, click the pencil icon to enter an objective (make sure you 
read the Help Text as it provides instructions for beginning your objective with an action 
verb, using Bloom’s taxonomy, etc.). Save the objective. Then click Add New Objective 
and input your next one and save. Repeat this until all objectives have been entered. 

 



 
e. If you need to edit a table in the syllabus, just click somewhere in the table and use the 

pop-up menu to insert or delete a column/row. 

 
 

f. The Assignment Schedule will auto-populate from the assignments, exams, etc., that 
you add to Canvas. Simple Syllabus updates nightly to include new due dates. OR, you 
can click the synchronize button to manually sync the content at any time.   
Note:  
Simple will arrange multiple assignments alphabetically if they have the same due date. 
You can manually reorder them. 
You can also type directly into the Assignment Schedule fields if you need to add things 
not currently in Canvas. 

 

  



g. Some syllabus components, such as university policies, are required and cannot be 
edited by the instructor as they are pushed out from the administrative level. Editing 
features are not visible/available on these components.  
Note: If the required components are updated at the administrative level during the 
semester, your syllabus will update with those changes. 

 
 

6. You can add additional components (fields) to the syllabus by clicking the Add New Component 
button at the bottom of the syllabus. 

 
 

7. You can reorder the components in the syllabus by clicking the Reorder button and then clicking 
and dragging each component around to put them in the order you want them. Close the 
reorder box to return to your syllabus. 

 

Step 3: Submit (publish) the syllabus 
8. At the bottom of the syllabus, there is a Submit button. You must click Submit to submit your 

syllabus for publishing. Students cannot see your syllabus until you do this.  



*NOTE: If any “required” components have been left empty, the system will list those. You will 
need to complete those before clicking Submit. 

 

 

Step 4: View the Syllabus 
9. You and your students can view the syllabus by clicking the Simple Syllabus link on your course 

navigation menu. You can also download a PDF version of the syllabus and/or print a PDF 
version by clicking the Print link at the top of the syllabus. 

 

10. You and your students can navigate the syllabus quickly using the quick access navigation. 
 

       
 
 



Step 5: View Student Engagement with the Syllabus 
11. At the top of the syllabus is a blue horizontal bar. This indicates that students in the class have 

viewed the syllabus. Hovering over the blue bar will show the number of students who have 
viewed it. Clicking on the bar will open a window with a list of students enrolled in the class, the 
total number of times the student has viewed the syllabus, and the date and time they last 
viewed. When a student opens a syllabus, it is considered viewed 
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