
Instructions	for	uploading	 your	 syllabus	for	the	current	term

1.		You’ll	get	an	email	inviting	you	 to	create	a	DualEnroll	account.		Click	 on	 the	link.

2.		Create	a	user	name	
and	password.		Please	
make	a	note	of	these	
since	they	will	be	your	
DualEnroll	log	in	
credentials	going	forward.
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Instructions	for	uploading	 your	 syllabus	for	the	current	term
(con’t)

3. You’ll see a profile 
screen with some of 
your current information. 
Please enter any missing 
information and click 
the update button at the 
bottom of the screen.

4.		The	next	screen	will	include	a	link	to	upload	the	syllabus	for	the	current	term	for	each	
course	you	 teach.		Click	on	each	link	one	at	a	time.



Instructions	for	uploading	 your	 syllabus	for	the	current	term
(con’t)

5.		If	you’re	teaching	the	listed	course,	click	the	Choose	File	button,	browse	to	the	correct	file	on	
your	computer,	and	select	it.		The	file	name	will	appear	next	to	the	Choose	File	button.	 	If	you	
picked	an	incorrect	file,	just	click	Choose	File	again	and	pick	the	correct	 file	and	it	will	update.		
When	the	correct	file	is	displayed,	click	Complete	Step.		The	Syllabus	will	be	automatically	
submitted	to	Clackamas Community College's ACC office. 

	6. If you’re not teaching the course this term, just check the box, “I’m not teaching this course 
 this term.” Then click Complete Step.



Instructions	for	uploading	 your	 syllabus	for	the	current	term
(con’t)

7.		If	there	are	any	questions,	you’ll	get	a	follow-up	email	and	any	comments	provided	by	the	
college	will	be	included	in	the	body	of	the	email.		Log	back	into	DualEnroll	to	upload	a	revised	
syllabus	or	contact	the	college	if	you	have	questions.

Syllabus	needs	more	detail	to	align	with	current	course	curriculum




