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THE SYLLABUS CREATOR INSTRUCTION MANUAL 
 

Please read this manual thoroughly to try to answer any ‘how to’ questions you have.  
 

If you still need assistance, email Jack Gill at jgill@germanna.edu or call 540-891-3042.   

mailto:jgill@germanna.edu
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Pre-Creation Notes 

 
 After you log into the OCSC system, your session will timeout in 10 hours.  If you have input 

information in but have exceeded the 10 hour limit, all your information will be lost and you will 
be directed to login again. NOTE: The 10 hour session limit will only begin when the computer 
is left unattended. 
 

 Concerning the above bullet-point, when starting your syllabus, be sure to create it before the 
10 hour limit expires.  After it is initially created, you will have the button option to ‘Save 
Schedule Info’.  When you click that, the syllabus will be saved so you can import it later to 
make your additional updates. 
 

 If you have put information in an optional field and decide you want to delete it, you must also 
switch to ‘HTML’ view and delete any tags used.  Call Jack Gill at 891-3042 for a further 
explaination. 
 

 You may copy-paste information, including tables, into the additional or optional fields. 
 

 You may use the ‘Import From File:’ field to retrieve information from a previous syllabus you 
or someone else has created.  This will display the office phone number, office location, 
primary email address, textbook and supplies and grading policy of the person in the field 
‘Instructor Name’ and will display tentative course schedule from the syllabus entered into the 
‘Import From File:’ field (an example of the makeup of an import file is located on page 8). 
 

 After you have successfully created your online syllabus, certain information such as your 
office phone number, office location, primary email address, textbook and supplies, and 
grading policy will automatically populate when you sign on again to create another syllabus 
(you must use exactly the same instructor name). 
 

 Concerning the Tentative Course Schedule, you may put information in either the Tentative 
Course Schedule OR the Optional Tentative Course Schedule.  You cannot use both. 

 

 Use your mouse pointer or tab key to toggle between fields. 
 

 This system is best viewed at a screen resolution of 1024 X 768 or higher.  
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Logging into the System 

 
1. From the Germanna home page, click ‘Popular GCC Links’ located in the upper right of the page 
and scroll down to ‘Faculty/Staff’ and then choose ‘Syllabus Creator’. 
 

                 
 
 
2. If this is the first time you’ve logged in to the Syllabus Creator, put in your EmplId (employee id or 
assigned number) and the initial password ‘default’, otherwise, use your previously created 
password then click ‘Login’ button. 
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Changing Your Password 
 
1.  From the Check In/Out Login, type your userid (employee id or assigned number) and password 
then click ‘Change Password’. 
 

 
 
2. On the next screen, type your original password again then your new password twice and click 
‘Update Password’. 
 

 
 
3. If your password change was complete, you will be taken directly to the next page.  You will need 
to use your new password to sign into the OCSC in the future. 
 
4. If you’ve forgotten your password, contact Jack Gill at 891-3042 or jgill@germanna.edu and he will 
reset it back to ‘default’. 
 

mailto:jgill@germanna.edu
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Note: The name associated with the userid you logged in with will display under ‘Instructor Name’. 
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Class Information 
 

From the Class Information Page: 
 
1.  Click the first drop-down under the column ‘Semester:’ and choose the semester you’d like to 
create a syllabus for. 
 

 
 
Note: If information for the semester you choose doesn’t exist, you will receive a message to that 
effect.  
 
2. Click the second drop-down under the column ‘Semester:’ and choose the year you’d like to create 
a syllabus for. 
 

 
 
Note: If the chosen year doesn’t exist for the semester you choose, you will receive a message to 
that effect. 
 
3. Click the first drop-down under the column ‘Course ID:’ and choose the course prefix you’d like to 
create a syllabus for. 
 

 
 
 
 
4. Click the second drop-down under the column ‘Course ID:’ and choose the course number you’d 
like to create a syllabus for. 
 

 
 
5. Click the drop-down under the column ‘Section:’ and enter a section number for the course id and 
number you choose. 
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6. Type the name of the instructor you would like to create the syllabus for. 
 
Note: The name of the instructor associated with the userid you logged in with will automatically 
populate this field.  You may make changes to the name but this information is pulled from 
PeopleSoft so it will need to be changed each time.  The best possible solution would be to make the 
change to the name in PeopleSoft itself and notify the webmaster of the change. 
 

 
 
7. Type the file identification from a previously created syllabus under the field ‘Import From File:’ if 
applicable or keep ‘Optional’ if you aren’t using previous syllabus’s schedule information.  
Note: The following makes up the above field using the example ‘SP06BIO10125gill’. It is not case 
sensitive: 
 
 FA  – This stands for spring. (SU = summer, FA = fall) 
 09  – This is the year (07 = 2007, 08 = 2008, etc….) 
 MTH  – This is the course prefix. (BIO = Biology, BUS = Business, etc….) 
 04 – This is the course number 
 202 – This is the section number 
 Gill - This is the last name of the person signed on. * NEW / not shown in above picture 
 
8. Click ‘Next’ to advance to the next screen or ‘Reset’ to reset your information. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

mailto:jmartin@gcc.vccs.edu?Subject=OCSC%20Name%20Change
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Creation Form 
 
1. Type or change the name in the ‘Name:’ field. 
 

 
 
2. Type your office phone number (the area code is pre-filled but can be changed). 
 

 
 
3. If you’d like to add one or two additional phone numbers, check the box to the left of the field ‘Add 
phone #’ and continue to step 4. Otherwise, skip to step 6. 
 
4. Click the drop-down under the field ‘Add phone #’ and select either ‘Home, Cell, Other’. 
 
5. Type in the phone numbers. 
 

 
 
6. Type the office location beside the field ‘Office location 1:’ and type the days at that location beside 
the field ‘Days at this location:’  
 
Note: Location 2 and its days are optional.  Please use the format provided when entering the days. 
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7. Click to the left of the days reflected in the field ‘Days at this location’ to check it and then type in 
the times.  Be sure to click the drop-down if needed to change from AM to PM and vice versa. Do not 
use colons when typing time in increments. (Ex. Type 1230 instead of 12:30) 
 

 
 
8. Use the text area to enter any notes you may have about the office hours you entered in the above 
step. This is an optional field. 
 

 
 
9. Type the first part of your Germanna email address beside the field named ‘Email address:’ You 
may also enter an alternate email address by checking the box beside the field ‘Add email:’ and then 
typing in the whole email address. 
 

 
 
10. Type your course description.  You may also use the Additional Course description field. 
 

 
 
 
 
 
 
 
 
 
 
11. Type in the textbooks and supplies students will need for this class. 
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12. Type in the learning outcomes. You may also use the Additional Learning Outcomes field. 
 

 
 
13. Type additional instructor information if needed. 
 

 
 
14. Type the class grading policy. 
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15. Type in your tentative course schedule using the fields ‘Week’, ‘Chapter’, and ‘Assignment’ (you 
may change the field names if you choose).  You are given up to 64 weeks to use. 
 
Note: The field ‘Week’ is automatically number from 1 to 64 but this and the other fields can be 
changed to suit your needs as shown below. You may navigate to the top or bottom of the tentative 
course schedule by using the ‘Top’ and ‘Bot’ buttons located at the right.  
 

 
 
 
16. Scroll or use the ‘Bot’ button to get to the bottom of the form and click ‘Create outline’ to advance 
to your syllabus or ‘Reset’ to reset all the information you entered. 
 

 
 
17. If you chose to create the outline, you may receive the following message.  Click ‘OK’. 
 

 
 
18. After you click ok to the above message, you may see the following screen. 
 

  Click Open to open the syllabus in Word or Save to put a copy on your desktop. 


