
1

2

Simple Syllabus: Import Specific Syllabus Sections

To import specific sections from another syllabus, select Import.
*The Syllabus must be already published using Simple Syllabus to be available to import. 

linked instructions

In a Fall 2025 course shell, click on Simple Syllabus in the Navbar.
*Don’t see Simple Syllabus? Follow the linked instructions to reset your Navbar.

https://www.kennesaw.edu/academic-affairs/curriculum-instruction-assessment/digital-learning-innovations/faculty-development/docs/renavba.pdf


Use the course prefix 
and number to search 
for a course to import. 
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Select the published 
syllabus you want to import 
syllabus sections from.
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Use the Advanced slider 
to open the menu of all 
course components.

Select either Do not import or the section/s 
you want to import into your syllabus.
*In the example, only the Course Description will import.
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Once all the sections you want to 
import are marked, click Finalize.
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Click Start import.
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Once the import is complete, Close will be clickable.
*Click Close not the X above. Clicking X will abort the import. 
*Review your syllabus for edits before moving onto Step 10.
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Require further assistance? Submit a one-on-one assistance request with Digital Learning Innovations.

Simple Syllabus Library

When all required fields are completed, you will be able to Submit to 
publish your syllabus to the public-facing Simple Syllabus Library.  

Note: You can make changes to your syllabus throughout the semester, and resubmit. Keep in 

mind, once the semester has ended, you will no longer be able to edit your syllabus.

https://kennesaw.service-now.com/dli?id=sc_cat_item&sys_id=83353d4edbcc59100149c8cb13961935&sysparm_category=3dc61feadb770d500149c8cb139619b5
https://kennesaw.service-now.com/dli?id=sc_cat_item&sys_id=83353d4edbcc59100149c8cb13961935&sysparm_category=3dc61feadb770d500149c8cb139619b5
https://kennesaw.service-now.com/dli?id=sc_cat_item&sys_id=83353d4edbcc59100149c8cb13961935&sysparm_category=3dc61feadb770d500149c8cb139619b5
https://kennesaw.service-now.com/dli?id=sc_cat_item&sys_id=83353d4edbcc59100149c8cb13961935&sysparm_category=3dc61feadb770d500149c8cb139619b5
https://kennesaw.service-now.com/dli?id=sc_cat_item&sys_id=83353d4edbcc59100149c8cb13961935&sysparm_category=3dc61feadb770d500149c8cb139619b5
https://kennesaw.simplesyllabus.com/en-US/syllabus-library
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