UPLOADING YOUR COURSE SYLLABUS TO OASIS

1. Go to the OASIS homepage: http://oasis.colum.edu
2. Enter your login number and password (see red arrows below):
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3. Click on the Faculty “tab”:
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4. Click on your course (In this example, either “The Biology of AIDS” or “Genetics” would be chosen.
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5. Click on “syllabus” (left hand side, blue box)
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6. Under “course syllabus”, click “add a handout”
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7. 1. enter the document title: e.g. Genetics, Fall 2010, Syllabus (if it’s a multi-section course, you may want to include the course and section number)
2. click on “browse” and find the syllabus file on your computer – click on the file to highlight it and then hit “open”**
3. click “save”
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8. Your screen should now look something like this:
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9. You did it!  Good job! (
**To find and “open” a file on your computer:
a. Use either the arrow (“drop down box”) at the top or the boxes to the left hand side of the “Choose file” box to find where your document is located on your computer (i.e. where you saved it)

b. Click on the file to highlight it

c. Click “open”
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