
ONLINE COURSE CHECKLIST 

The following items are ALREADY on the interactive syllabi in Canvas and the downloadable 
syllabi for online courses and CANNOT be changed.  These courses have been through an 
extensive design, review and approval process. 
-Course Name and Number
-Course Description
-Prerequisites
-Student Learning Outcomes
-Textbook Information
-The course outline (curriculum map) that has been collated for assessment/outcome match
-Grading Scale/Grading Breakdown
-All appropriate online policies are linked in both syllabi to a policy portal that is kept up-to-date 
NOTE:  No written assignments can be changed or altered; these have been mapped to meet 
course outcomes.  Discussion board questions may be changed as desired by faculty. 

The following items must be completed to finalize the set-up of all online 
courses. 

1. Publish tests to make them available; they are currently unpublished
2. If you desire to use adaptive release on any assessments, this will need to be 
set in the course; all modules are currently published
3. Add instructor contact information in the Instructor Information link in the
interactive syllabus in Canvas:
4. Downloadable syllabus:

a. Fill in required contact information in designated area
b. Add course dates in the curriculum map for the current course
c. Add any additional instructor-specific policies if required
d. Add the last day to withdraw for the course (consult the

academic calendar)
e. Add Term and Year to syllabus (newer courses have a designated area for

this to add term and year; older courses may not and instructor has to add
this)

f. All online policies are linked in the downloadable and interactive syllabi; do
not use face-to-face course policies (they are different for items such as
attendance). Go to the link, copy the policies, and paste them into the
downloadable syllabus.  NOTE:  There is also technology information in this
link for students; this does not have to be cut and pasted, but may be useful if
one of these technologies is used in the class.

Name: School:

Academic Year Term:

Course Prefix & Number:



January 2019 

After adding this information, save the document as a PDF and re-upload it in the 
syllabus area in Canvas.  
5. Set-up due dates in Calendar Feature in Canvas
6. Check Vericite settings on any research papers or other papers that require
students to appropriately cite sources.  Ensure the settings are set to the instructor’s
preference.

a. Click on assignment
b. Select Edit
c. Look below "Submission Type" to see if "Plagiarism Review" is turned on.

If it is, you will see “TurnItIn” in the box and the settings will be below.
You can change the settings if you desire.  All courses were
created so that students can see the report with the bibliography
and small matches excluded from the percentage match.

7. Ensure at least one module is published in course so students can see the
modules tab and use the home page links
8. Post a unit 1 announcement (use announcement versus email to maintain
course record for student appeals, etc.,)
9. Post to the introduction discussion forum your CV and tell students something 
about you to welcome them.
10. If your courses have URL links in the course activities page, please check
them to make sure the link is still working; this can be done in settings.  There is a
tab on the right to check all links.

If any problems are noted or changes are required, please contact Online Education at 
(903) 923-2018.

Instructor Name: _________________________________ 

Dean Signature: ___________________________________ 
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