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Courseware supports the creation of and use of terms, which can be set up by Admins and 

associated to any course. The following instructions will first demonstrate how to set up a term, 

and then how to associate the term to an existing course or one being created. 

 

Creating a Term 

1. From the left navigation menu, select Admin and then select the school name. Select 

Terms from the top navigation menu. 

2. Below Term Details, click Add New Term. Fields to create a new term will populate on 

this screen. 

3. Enter a title for the term under Term Name and assign a start and end date for this term 

to the right of Term Runs from. 

a. Additional options are presented allowing date restrictions for different users to 

access a course assigned to this new term. These fields are options and thus 

leaving them empty will allow the assigned course to be accessed by users for 

the start and end date assigned to this term. 

4. Once the term details have been entered, click Add Term to save the term. 

 

 
 

Assigning a Term when creating a New Course 

 

1. From the left navigation menu, select Admin, select the school name, and then select 

Courses.  

2. On the menu to the right, click New Course to create a new course.  
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3. The Add a New Course dialogue box will appear and allows a term to be assigned to 

the new course.  

4. The desired term can be selected from the Enrollment Term drop-down menu. Click 

Add Course when all information has been entered.  
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Assigning a Term to an Existing Course 

 

1. From the left navigation menu, select Admin, select the school name, and then select 

Courses from the top navigation menu. 

2. Below the desired course name, click Settings. 

 

3. In the Course Details tab of the Settings menu, locate the Term item and select the 

desired term from the drop-down menu. 

 

4. Once the desired term is selected for the course, click the Update Course Details 

button at the bottom of the Course Details menu.  


