Uploading and Identifying Your Syllabus, Linking Stacked Sections


Logging onto UAS Online

1. Go to http://www.uas.alaska.edu/online/ 

2. Look in the upper right for the "login box" which has a place to enter your User Name and Password

If you don't know your username and/or password

1. Click on the small text "Login Help" below the login space. 

2. You will be taken to http://www.uas.alaska.edu/elmo/ 
There you will enter your birthdate, last digits of SSN and be asked a series of questions to identify yourself.  
If the system cannot find you call the Juneau Helpdesk at 877-796-6400
3. After the ELMO system finds you will be told your username and on the right side of the screen you can set your password.  (If you have more than one username listed, the one used on UAS Online will be your first two initials, last name and potentially some numbers, for example MJSMITH2. Make sure you set the password for that username.)
First time logging in to UAS Online

1. Go to http://www.uas.alaska.edu/online/ and login in the box on the upper right

2. If this is the first time loggin in you will be asked to verify your profile – it is a good idea to update your email address if you don't plan on checking your UAS email. This will forward all email sent to your UAS email address to the address you enter here.

Posting your Syllabus on UAS Online

You syllabus needs to not only be loaded onto UAS Online as a resource, but also needs to be identified.

1. Login to UAS Online. http://www.uas.alaska.edu/online/ 
2. If you have multiple "stacked" sections of a course which have the same syllabus, you only need to load your syllabus to one "master" section then link the sections. See below for "Linking stacked courses."

3. Go to your course (or to the "master" course for stacked sections).

4. Go to the course Homesite

5. If your syllabus is not yet identified, it will show "Syllabus not identified" at the top of the page. Click on the blue text "UPLOAD / LINK COURSE SYLLABUS" next to that. You can also click on Instructor Tools and then Resources (the green tab).
6. You will be in the Resources section of Instructor Tools.

7. If you have not yet uploaded your syllabus, you will need to do that first. If you have uploaded your syllabus, then you need to identify it – skip ahead to "Identifying your syllabus"
Uploading your syllabus as a resource.
1. You syllabus should be saved on your computer in a place you can find it.  (Note for MAC users – your file name should have an extension such as ".doc" for a Word document, etc)

2. Following instructions above, you have logged into UAS Online, found your course, and are in the Resources section of Instructor Tools.

3. Scroll to "2. Class Resources"

4. Where it says "Add a new" click on File

5. A new box shows on the page – scroll down if necessary because the page reloads.

6. Where it says "UploadNew Resource" click on the Browse button

7. Browse on your computer to find the syllabus.

8. After you have found and selected your syllabus file, click on Open (if you are on a PC that is – you are not opening it, you are just selecting it, but the button still says "Open".  Don't worry about it).
9. Where it says File the path to your file has been filled in – it is probably too long to fit in the space provided.

10. Where it says "Title" you should enter the text the students will see "Syllabus" for example.

11. Write a short description for the students if you like – this is optional.

12. Click "Upload File"

13. Your file has been uploaded and a link to it has been placed in the Resource section of the course Homesite.  It has not yet been "identified" as the syllabus. 

Identifying your syllabus

1. Upload your syllabus as described in the previous section.

2. If you are not already there, go to Instructor Tools and the Resources section.

3. Go to "1. Course Syllabus"
4. Where it says "Uploaded Resources:" click on the small downward arrow (triangle)

5. You will see a list of all uploaded Resources.  Select the one that is your syllabus (it will have your original file name)

6. The place next to "Web Address" will be automatically filled in.

7. Click on "Save Changes'

Go back to your Homesite and you will see that it now says "View Course Syllabus" near the top of the page.  The syllabus is also listed in the Resources section (but you need to have officially identified it as your syllabus to comply with UAS policy.

Linking stacked courses
If you have multiple sections of a course for which the same syllabus applies you should "stack" (also known as "link") the courses on UAS online. 

Example:

I have three sections of PHYS102

· PHYS102-T01

· PHYS102-T02

· PHYS102-T80

I want to link them so that PHY102-T01 is the "master" course – any course materials I want to add to the site will be added to PHY102-T01 and will automatically show up in the other two sections. All three will look identical from the students point of view.  The classlist and gradebook will also be merged (this can take a day or two to happen as the system gets caught up)

To link a course to one master course:

Go to the course want to link – in this case I will go to the site for PHYS102-TD2 because that is one I want to link to the master.

1. Login to UAS Online

2. Go to the secondary course PHYS102-TD2  (not the master course)

3. Go to Instructor Tools

4. Click on "Course Info"  (one of the white tabs)

5. Scroll down to find "3. Course Linking"

6. In the box below type the master class – in this case PHYS102-T01

a. Type it exactly as it appears, with no spaces between the department abbreviation (PHYS) and the course number (102) and with a dash before the section number (T01).

b. Glance up to the top of the page if you need to be reminded of the formatting (you'll see the secondary course name there, which will have the wrong section number, but it will remind you of the formatting)

7. Click the "Save Changes" button

8. Repeat for all secondary courses you need to link to the master course.

After linking, whenever you go to a secondary course and click on Instructor Tools you will be reminded that all changes have to be made to the master course. You will also see the Course Info page automatically, which will allow you to unlink the course if necessary and also make changes to the evaluations (Student Ratings) for each course. These will still be separate.
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