
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Syllabus Management 
System 



 
 

 
 
 
 

 

Highlights 
 

• Centralized repository of syllabi for all course sections at NSU 

• Course and section information added from Banner 

• College and Department/Program information added 

• Faculty input for remainder of Course and Section information 

• Course information rolls over each term 

• Built in notes for sample content or guidance 

• Endorsement functionality for syllabus editors to signify completion 

• Automatic generated link from Canvas to respective syllabus PDFs 



 
 

 
 

 
 
 
 

 

AppCentral 
 

 
 
 
 
 
 

Syllabus Management System is provided in AppCentral. 
 

https://appcentral.nova.edu 
 

 
 

Login using your computer or email 
Username and Password 

https://appcentral.nova.edu/


 
 

 
 
 
 

 

Syllabus Availability 
 

 
 
 
 
 
 

Several steps are required by your College before syllabus editing becomes 
available to faculty. 

 
 
 
 

 

You will be notified by your College when available. 
 
 
 
 

 

Syllabi need to be completed 2 weeks before the Fall 2017 semester. 
 

The Provost has directed that this will be mandatory for all courses. 



 
 

 
 
 
 

 

Editing your Syllabi 
 
 

 

• Step 1 – Find your course sections 

• Step 2 – Edit yellow highlighted areas by clicking on them 

• Step 3 – Copy & Paste from Word syllabi or Fill in content 

• Step 4 – Save 

• Step 5 – Endorse completed syllabi 

• Repeat 



 
 

 
 

 
 
 
 

 

Step 1 
 
 
 
 
 

• Once logged into AppCentral proceed to the 
Syllabus management application under the 

 

“My Applications” section. 

• You may have multiple syllabus management 
applications if you teach courses at multiple 
colleges. 

 

* If you do not have this link contact your Collage Chair or Syllabus Administrator 



 
 

 
 

 
 

 
 
 
 

 

Step 2 
 

 

• Click on the “My Course Sections” link under the Course Sections main item. 

• This will take you to a search by term page and display courses and sections 
taught and available in Banner. 



 
 

 
 

 
 

 
 
 
 

 

Step 2 (Option) 
 

 
 
 

• Chairs and syllabus administrators can access any course section by using 
the “All Course Sections” page. 



 
 

 
 

 
 
 
 

 

Step 2 – Search results 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Expand 
course to 

see sections 

Click “Edit 
Syllabus” to 
go to the 
editor. 



 
 

 
 

 
 
 
 

 

Step 3 – Edit syllabus 
 
 

 

Template content 
 
 
 

 

Banner content 
 
 
 
 
 

 

Yellow input areas 
for faculty. 
No limit on content 
amount. 



 
 

 
 

 
 

 
 
 
 

 

Step 3 – Course vs Section Input 
• Course input will show on all sections and will roll over from term to term. 

• Example course material which is the same for all sections of a course 

• These input areas are brown 

• Section input shows only for that syllabus for that term. 

• Example each section has different course material 

• These input areas are yellow 

• The Course and Section input areas on your syllabus as well as who has 
access to these are managed by your College. 



 
 

 
 

 
 
 
 

 

Step 3 – Course Input 
• Starts with iCourse in the editor name: 

 
 
 
 

• Shows on all Sections and will appear on future terms syllabi. 
 
 

 

iCourse* 
 

 
 
 
 
 
 
 
 
 

Section A1 Section B2 
 
 

Fall 2017 

Section A3 Section B2 
 
 

Winter 2017 



 
 

 
 

 
 
 
 

 

Step 3 – Section Input 
• Starts with iCourse in the editor name: 

 
 
 
 

• Shows on all Sections and will appear on future terms syllabi. 
 

 
 
 

iSection* iSection* iSection* iSection* 
 
 
 
 
 
 
 
 

 

Section A1 Section B2 
 
 

Fall 2017 

Section A3 Section B2 
 
 

Winter 2017 



 
 

 
 

 
 
 
 

 

Step 3 – The editor 
 
 
 
 
 
 
 

Editor toolbar 
provides some 
standard and 
custom 
typography 
content styles. 



 
 

 
 

 
 
 
 

 

Step 3 – The editor 
 
 
 

 

Notes are also available where entered by your college. They provide information or sample content. 



 
 

 
 

 
  

 
 

 

 
  

 

 
 
 
 

 

Step 3 – The editor 
 
 

Paragraph 
Styles 

 

 

Custom 

 

 
 

Links 

Styles Images 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Page 
Break 

 
 
 
 

 

Tables 

 
 

 

More options may be 
available over time. 

 

 
 

*Files cannot be uploaded to the editor 



 
 

 
 

 
 
 
 

 

Step 3 – The editor 
 

 

Tables have styles of their own which can be accessed by clicking on the table itself. 



 
 

 
 

 
 

 
 

 
 
 
 

 

Step 4 – Save your changes! 
 

 

Once editing is complete, click OK to update the content. 
 

 
 
 
 
 
 
 
 

NOTE: content is not saved until the “Save” button is clicked on the bottom of the page. 
 

 
 
 
 

After saving you can view the updated 
PDF document by clicking the View 
Syllabus link on the right. 



 
 

 
 

 
 

 
 

 
 
 
 

 

Step 5 – Endorse completed syllabi 
 

 

Clicking the “Endorse” button on the bottom of a syllabus indicates you are done with all your 
changes and it is ready for students. 

 

 

Anyone who can edit a syllabus can also endorse it. This may be done by a Chair or staff for 
review purposes. 

 

 

IMPORTANT!Your college may require a minimum number of endorsements before a student 
can see a syllabus to ensure completion and review. 



 
 

 
 

 
 

 
 
 
 

 

History 
 

 

You may have noticed there is also a “History” button on the bottom of the syllabus editor 
page. This will give you a chronological list with dates, changes including the old and new 
content to the yellow editor areas as well as endorsements made for that term. 



 
 

 
 

 
 

 
 

 
 
 
 

 

Cross-Listed Courses 
• Each cross listed course group will have one syllabus per course. 

1. One course, multiple sections: the section with the lowest number CRN will be 
used for the syllabus editing and pdf. 

2. Multiple courses, multiple sections: each course will have its own syllabus and 
use the lowest numbered CRN per course. 

 
 

 

ABC0123 (A1) 
11111 

ABC0123 (A1) 
11112 

LMN0111 (A1) 
55551 

LMN0222 (A1) 
55552 

XYZ0987 (C1) 
99991 

 

201720_xl_01 
 

201720_xl_02 



 
 

 
 
 
 

 

Faculty Profile 
 

• Information entered in your AppCentral Faculty Profile will be added to 
ALL of your syllabi, this information includes: 

• Contact information 

• Office hours 

• If however you have different office hours on each syllabus, do not use the 
global faculty profile and fill in the iSection Office Hours on each syllabus. 

 

 
 
 
 
 

* Your Name and Email currently come directly from Banner as they appear on the syllabi 



 
 

 
 

 
 

 
 

 
 

 
 
 
 

 

Faculty Profile 



 
 

 
 
 
 

 

Notes 



 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

END 


