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Readying Your Course for a New Semester
When a course is copied from a previous term for a new term, it is important to update several items in your course.  Here is a checklist of areas for you to consider in prepping your course for the new term.

· Update syllabus

· Change semester and year

· Change course outline dates and due dates


· Change textbook information
· Announcements

· Change the date range for announcements you choose to be active

· Check that the date range for announcements you do not want to be visible are far in the future or back prior to the start of the term

· Update gradebook

· Add new graded items to gradebook including the point values

· Verify that the points total for the term is correct.

· Verify that the points total matches what you have stated in your syllabus.

· Change customized week labels to reflect new dates/weeks.

· Reset new labels for each of the weeks, if you entered unique labels (i.e. Week 1: 08-27-2014)

· Update exam/quiz delivery dates

· Change the test delivery dates 

· Change the gradebook review date 

· Add/Remove files in Doc Sharing area of the course

· Check all links to websites are active

· Add students into groups when students have been enrolled in the course.

· Submit request for GA, TA, or Interns to have access for course.

· Forward request for student Exam Multiplier from Student Disability Services for eCollege assessments.
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