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1. Course Syllabus 

A course syllabus is regarded as “an informal contract between instructor and student, providing everyone 
with the objectives and expectations that shape the learning environment” (Millis, 2009, p. 5). A course 
syllabus tells much about a course and it affects students’ views of a course. Moreover, a well-developed 
course syllabus has the function of improving student learning and increasing student motivation toward a 
course. For further information about the ODTÜSyllabus components, please refer to the ODTÜSyllabus 
Components Guide.  

2. ODTÜSyllabus Program  

You can reach the ODTÜSyllabus program via http://odtusyllabus.metu.edu.tr. The program aims to inform 
the students about the main issues of a course, such as information about the instructor, time and place of 
the course, topics to be covered, course objectives and learning outcomes, instructional methods, and 
grading. For further information about the ODTÜSyllabus components, please refer to the ODTÜSyllabus 
Components Guide. If you need further consultation regarding syllabus components, you can send an e-mail 
to syllabus@metu.edu.tr or you can contact ÖGEM (ogem@metu.edu.tr, 2107175). 

 

2.1. Sign In  

As an instructor, you can access your course(s) by signing in to the prepared ODTÜSyllabus program via 

METU user-id and password and make necessary changes in your course syllabi. To sign in: 
 

✓ Open any web browser and type 
http://odtusyllabus.metu.edu.tr  into the address bar. 

✓ As shown in Figure 1, you can enter the METU username 
and password into the upper right-hand corner of the 
opened window and click “Sign in”. 
 

2.2. The Roles within the ODTÜSyllabus Program  

After signing in to the program with the METU username and 
password, the screen as shown in Figure 2 will be encountered. In 
this step, you can choose the role that you want to continue with.  

✓ If you are a department chair, by choosing the 
“Department Chair” role, you can see all syllabi entered in 
the program in your department. Here, you can check 
whether the components are entered in the program for 
the department courses.  

✓ If you are assigned as a coordinator by your department 
chair for any of the courses having more than one section 
and more than one instructor, you need to choose the 
“Coordinator” role to enter the following required 
information: course objectives, course learning outcomes, 
program outcomes matrix, and ECTS workload for that 
specific course. This information can only be entered by a 
coordinator for any multi-section course having more 
than one instructor. If you are a section coordinator for a multi-section course sharing the same 
syllabus, then you can edit all components and copy the information to all other sections. If you are 
not assigned a coordinator role, then this role will not appear in the drop-down menu.  

Figure 2 
 

Figure 1 
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✓ You can view all of the courses you are teaching by choosing the “Instructor” role. If you are 
teaching a course having only one section or if you are the only instructor of a multi-section course, 
you can enter all of the required information in your syllabus/syllabi as an instructor. However, if 
you are an instructor of a multisection course and other sections are also taught by other 
instructors, certain components (course objectives, course learning outcomes, program outcomes 
matrix, and ECTS workload) can only be edited/entered by the coordinator assigned for that specific 
course. In this case, you are not allowed to edit/change these components.   
 

2.3. Syllabus Program for Department Chair Use  
After signing into the program and the Department Chair role is chosen; it is possible to see and control all of 
the syllabi entered/edited by the instructors of that department under the title of Department Courses 
(Figure 3).   
 

When you click any of the courses offered in your department, you will see a general view of a course 
syllabus as shown in Figure 4.  

Figure 3 
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Figure 4 
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Components 
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It is possible for the department chair to see which parts are completed and which parts are still missing in 
the syllabus (Figure 4). On the right side of the screen, the “Syllabus Components Navigation” menu is seen. 
In this menu, completed parts of the syllabus are seen in “black”, while incomplete parts are seen in “red”.   
 

2.4. Syllabus Program for Coordinator Use 

After signing into the program if you choose the Coordinator role, the courses that you are assigned as a 
coordinator will be listed under the title of “Coordinator Courses” (Figure 5). Coordinators can only be 
assigned for a course having more than one section and more than one instructor to edit/enter specific 
required components of a course syllabus (course objectives, course learning outcomes, program outcomes 
matrix, and ECTS workload). These components will not be changed/edited by other instructors of the same 
course. 
 

 
 
 
Important Note: If you are a “Section Coordinator” for the multi-section courses having a “shared” 
syllabus, then you can use the “Copy to All” option to copy any information you add about all other 
components to the other sections. Please refer to the User Guide for Section Coordinators. 
 
 
 
 
 
 
 
 

Figure 5 
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After clicking the course to be edited, on the screen (Figure 6), you can see syllabus components, the 
“Syllabus Components Navigation” menu, and the “View History” link (where you can observe previous 
edits on the syllabus.  

As can be seen in Figure 6, it is possible to enter the information related to that title after clicking the “Edit” 
button next to the titles to be completed in the program. Each title is seen in “black” after the information 
entry, and incompleted components are seen in “red”. The information expected to be entered by 
Coordinators related to each component is given below: 

 
 

 
 
 

Figure 6 
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2.4.1. Course Information 

 
 

The information in Figure 7 comes automatically from the METU Catalog. If necessary, you can make a text 

entry in the Consent of Dept./Inst.” and “Corequisites” parts as shown in Figure 8. After the entry, the 

information is saved by clicking the “Save” button at the lower-right corner. After this process is 

completed, a “Course Information saved” sign at the top side of the screen is seen. It is possible to check 

the final outlook of the information entry when clicking the “Preview” button at the upper right corner. In 

addition to this, by clicking the course name “(4250424) GUIDANCE” on the upper right side in Figure 7, it is 

possible to turn back to page (Figure 6) where all of the syllabus components are listed.  

 

 

 

 

 

Figure 7 

Figure 8 
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2.4.2. Course Objectives 
 

It is required to make a text entry into the “Course Objectives” part as shown in Figure 9. It is possible to 
organize the text by using the tools. You can save the information by clicking the “Save” button at the lower-
right corner after the text entry. After this process is completed, there comes a “Course Objectives saved” 
sign at the top side of the screen. It is possible to check the final outlook of the information entry when 
clicking the “Preview” button at the upper right corner. Besides, by clicking the “Example” button on the 
upper right side, it is possible to see a sample of course objectives.  In addition, by clicking the course name 
“(4250424) GUIDANCE” on the upper right side (Figure 9), it is possible to turn back to the page (Figure 6) 
where all of the syllabus components are listed.   

 

 
 
 
 
 
 
 
 
 
 

Figure 9 
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2.4.3. Course Learning Outcomes 
 

It is required to make a text entry into the “Outcomes” part as shown in Figure 10. It is possible to organize 
the text by using the tools. You can save the information by clicking the “Save” button at the lower-right 
corner after the text entry. After this process is completed, there comes a “Course Learning Outcomes 
saved” sign at the top side of the screen. Besides, by clicking the “Example” button on the upper right side, 
it is possible to see a sample of course objectives.  In addition, by clicking the course name “(4250424) 
GUIDANCE” on the upper right side (Figure 10), it is possible to turn back to the page (Figure 6) where all of 
the syllabus components are listed.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Figure 10 
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2.4.4. Program Outcomes Matrix  
 
 
 

 
 
 
 

Figure 11 
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In the component “Program Outcomes Matrix” shown in Figure 11, the coordinators are expected to rate 
the contribution level ranging from “0” to “3” (0: No Contribution, 1: Little Contribution, 2: Partial 
Contribution, 3: Full Contribution) for each program outcome. After the rating, the information is saved by 
clicking the “Save” button at the lower-right corner. After this process is completed, there comes a 
“Program outcomes saved” sign at the top side of the screen. It is possible to check the final outlook of the 
information entered by clicking the “Preview” button at the upper right corner (Figure 12). By clicking the 
course name “(2330374) BIOLOGICAL PSYCHOLOGY” on the upper right side (Figure 11), it is possible to 
turn back to the page (Figure 6) where all of the syllabus components are listed. 
 
 

 
 
  

Figure 12 
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2.4.5. ECTS Workload  
(This component is currently inactive in the program. It will be activated later.)  

 

In the component “ECTS Workload” shown in Figure 13, the coordinators are expected to fill out the ECTS 

workload table of the course. “Example” link (Figure 15) can be clicked for a sample of ECTS Workload 

Table and to see how the ECTS credit of a course is calculated. Also, it is possible to access an editable ECTS 

Workload Table by clicking “Auto Fill Example” button. The ECTS workload related to the course can be 

calculated by filling out this table. You can check the activity entries and their times related to the course 

and organize by clicking “Edit”, remove completely by “Remove” button or add a new activity by clicking 

“Add Activity” button (Figure 14). In addition, by clicking the course name “(4250424) GUIDANCE” on the 

upper right side (Figure 13), it is possible to turn back to page (Figure 6) where all of the syllabus 

components are listed.     

 
 
 
 
 
 
 
 
 

Figure 13 

Figure 14 
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Figure 15 
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2.5. Syllabus Program for Instructor Use 

Upon signing into the program and choosing the “Instructor” role, the courses taught by the instructor are 
listed under the title of “Instructor Courses” (Figure 16).  If you have courses with only one section or if you 
are the only instructor for a course having more than one section, then you can edit/enter all of the 
components of the syllabus. However, if you have a multi-section course on the list with more than one 
instructor, then the course objectives, course learning outcomes, program outcomes matrix, and ECTS 
workload can only be edited/entered by the course coordinator assigned for that specific course. You are 
not allowed to edit/change these components.   

 

    

 
When click a course listed in Figure 16, the syllabus components are listed for the course. In Figure 17, when 
clicked “Edit” button is near each component, the required information for that component is opened. Each 
component is seen in “black” after necessary information is entered, and incompleted parts are seen in 
“red”.  
 
In Figure 17, there are red and blue titles in the “Syllabus Components Navigation” box at the upper right 
corner of the visual. Incomplete titles are seen in “red”, while completed parts are seen in “blue”. 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 16 
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Important Note: On the upper right side of the course page when entering as an instructor, a new feature 
(“Save the Syllabus”) has been added to save and export the components of any of your syllabi. You can find 
the details on how to use this feature at the end of this guide on 2.5.14. 
 

Figure 17 

Syllabus 
Components 
Navigation 
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It is possible to see the information related to the date and time of the last updates (Figure 18) by clicking 
the “View History” button at the upper right corner (Figure 17). By clicking the “Download PDF” (Figure 17) 
button near “View History”, you can download the pdf format of the syllabus. You can select the 
components you wish to export to the pdf file. 

 

 
 
 
 

  

Figure 18 
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2.5.1. Course Information   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 19 

Figure 20 
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The information shown in Figure 19 comes automatically from the METU Catalog. Among the titles shown 

in Figure 20, you can enter the information into the “Lab Hours & Locations, Course Website, and Learning 

Management System” if necessary. After the entry, the information is saved by clicking the “Save” button 

at the lower-right corner. After this process is completed, there comes a “Course Information saved” sign at 

the top side of the screen. It is possible to check the final outlook of the information entry when clicking 

the “Preview” button at the upper right corner. In addition to this, by clicking the course name “(4250424) 

GUIDANCE” on the upper right side (Figure 19), it is possible to turn back to the page (Figure 17) where all 

of the syllabus components are listed.   

2.5.2. Instructor Information   
 

 
It is required to enter the information related to the instructor’s office address and office hours under the 
title of “Instructor information” as shown in Figure 21. Office phone numbers are retrieved from the ODTÜ 
Phonebook automatically. After all of the titles are completed, the information is saved by clicking the 
“Save” button at the lower-right corner. After this process is completed, there comes a “Information saved” 
sign at the top side of the screen. It is possible to check the final outlook of the information entry when 
clicking the “Preview” button at the upper right corner.   

 

 

  

Figure 21 
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2.5.3. Course Assistants 
 

If there is an assistant for the course, the assistant must be chosen from the assistant list opened by clicking 
“Add Assistant” button as shown in Figure 22 under the title of “Course Assistants” and the assistant must 
be added by “Add” button as shown in Figure 23.  
 

 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

 

Figure 22 

Figure 23 

Figure 24 
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In Figure 24, you can see the sample view of the program after the course assistant is added to the course. It 
is possible to check the final outlook of information entry when clicked “Preview” button at the upper right 
corner. In addition to this, by clicking the course name “(4250424) GUIDANCE” on the upper right side 
(Figure 24), it is possible to turn back to the page (Figure 17) where all of the syllabus components are listed. 

2.5.4. Instructional Methods   
 

It is required to make text entry into the “Methods” part under the title of “Instructional Methods” as 
shown in Figure 25. After the entry, the information is saved by clicking the “Save” button at the lower-
right corner. After this process is completed, there comes an “Instructional methods saved” sign at the top 
side of the screen. In addition to this, by clicking the course name “(4250424) GUIDANCE” on the upper 
right side (Figure 25), it is possible to turn back to the page (Figure 17) where all of the syllabus 
components are listed.  
 

 

 

 

 

When clicking the “Example” button on the right in Figure 25, it is possible to access the sample visual of 

instructional methods (Figure 26).  

Figure 25 

Figure 26 
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2.5.5. Tentative Weekly Outline   

The format related to the required information under the title of “Tentative Weekly Outline” is seen in 
Figure 27. When clicked “Add Topic” in Figure 27, the visual shown in Figure 28 is seen.  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Figure 27 

Figure 28 
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In this process, the required information is written as text and it is collected under three headings as 
“Topic”, “Relevant Reading” and “Assignments”. You, as an instructor, must save the information by 
clicking the “Save” button at the lower-right corner after the text entry. After this process is completed, it 
is possible to turn back to the screen shown in Figure 28 by clicking the “X” sign at the upper right corner. 
When clicking the “Example” button on the lower-right corner in Figure 27, the example in Figure 29 is 
seen. In addition, by clicking the course name “(4250424) GUIDANCE” on the upper right side (Figure 27), it 
is possible to turn back to the page (Figure 17) where all of the syllabus components are listed. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Figure 29 
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2.5.6. Course Textbooks 

 
It is required to make a text entry into the “Textbook” part under the title of “Course Textbooks” as shown 
in Figure 30. After the entry, the information is saved by clicking the “Save” button at the lower-right 
corner. After this process is completed, there comes a “Course textbooks saved” sign at the top side of the 
screen. It is possible to check the final outlook of the information entry when clicking the “Preview” button 
at the upper right corner as shown in Figure 30. Besides, by clicking the “Example” button on the upper 
right side, it is possible to see the sample shown in Figure 31. In addition, by clicking the course name 
“(4250424) GUIDANCE” on the upper right side (Figure 30), it is possible to turn back to the page (Figure 
17) where all of the syllabus components are listed.   
 
 

 

 
 
 

  

Figure 30 

Figure 31 
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2.5.7. Course Material(s) and Reading(s) 
 

 
 
 
 
 
 
 
 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is required to make text entries into the “Materials” and “Readings” headings under the title of “Course 
Material(s) and Reading(s)” as shown in Figure 32. After the entry, the information is saved by clicking the 
“Save” button at the lower-right corner. When this process is completed, there comes a “Required 
materials and readings saved” sign at the top side of the screen. Besides, by clicking the “Example” button 
on the upper right side, it is possible to see the sample of required information shown in Figure 33. In 
addition, by clicking the course name “(4250424) GUIDANCE” on the upper right side (Figure 32), it is 
possible to turn back to the page (Figure 17) where all of the syllabus components are listed.  

 

Figure 32 
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2.5.8. Supplementary Readings/Resources/E-Resources 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Figure 33 

Figure 34 
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You can make text entries into the “Readings” and “Resources” headings under the title of “Supplementary 
Readings/Resources/E-Resources” as shown in Figure 34. After the entry, the information is saved by 
clicking the “Save” button at the lower-right corner. When this process is completed, there comes a 
“Supplementary readings saved” sign at the top side of the screen. Besides, by clicking the “Example” 
button on the upper right side, it is possible to see a sample shown in Figure 35. In addition, by clicking the 
course name “(4250424) GUIDANCE” on the upper right side (Figure 34), it is possible to turn back to the 
page (Figure 17) where all of the syllabus components are listed. 

2.5.9. Assessment of Student Learning  

 
The format related to the required information under the title of “Assessment of Student Learning” is seen 
in Figure 36. It is required to click the “Add Assessment” button in order to enter information into this title. 
After clicking “Add Assessment”, it is required to make text entries into titles called “Assessment” and 
“Dates or deadlines” on the opened screen shown in Figure 37. After the entry, the information is saved by 
clicking the “Save” button at the lower-right corner. After this process is completed, it is possible to turn 
back to the screen where the added assessments are seen as shown in Figure 37 by clicking the “X” sign at 
the upper right corner in Figure 37.  

  

Figure 36 

Figure 35 
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The assessment that you entered is seen on the table as shown in Figure 38. When you want to change the 
assessment or organize it again, it is possible to turn back to the assessment home page in Figure 36 by 
clicking the “Edit” button. When you want to remove the assessment completely, it is enough to click 
“Remove”. In addition, by clicking the course name “(4250424) GUIDANCE” on the upper right side (Figure 
38), it is possible to turn back to the page (Figure 17) where all of the syllabus components are listed.      

 
 
 
 

Figure 37 

Figure 38 
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2.5.10. Course Grading  
 

The format related to the required information under the title of “Course Grading” is seen in Figure 39. It is 
required to click the “Add Deliverable” button to enter information into this title. After clicking “Add 
Deliverable”, it is required to make a text entry (i.e., Assignment, Midterm, Final, Project Task, etc.) into the 
“Deliverable” heading and number entry (grading tasks as they equal to 100 points in total) into “Grade 
Point” heading on the screen (as shown in Figure 40). After the entry, the information is saved by clicking 
the “Save” button at the lower-right corner. After this process is completed, the course grading list can be 
seen on the screen.  

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
When clicking the “Example” button on the upper right corner, it is possible to access the sample visual of 
“Course Grading” in Figure 41.  
 

 
 
 

 
 
 
 
 

 

Figure 39 

Figure 40 

Figure 41 
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In addition, by clicking the course name “(4250424) GUIDANCE” on the upper right side (Figure 39), it is 
possible to turn back to the page (Figure 17) where all of the syllabus components are listed.      
 

2.5.11. Course Policies 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

You can make text entries into the headings under the title of “Course Policies” as shown in Figure 42. After 
the entry, the information is saved by clicking the “Save” button at the lower-right corner. Besides, by 
clicking the “Example” button on the upper right side, it is possible to see a sample as shown in Figure 43. In 
addition, by clicking the course name “(4250424) GUIDANCE” on the upper right side (Figure 42), it is 
possible to turn back to the page (Figure 17) where all of the syllabus components are listed.   
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Figure 43 
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2.5.12. Information for Students with Disabilities  
 
 
 
 
 
 
 
 
 
 

The information shown in Figure 44 is suggested to be included in the syllabus by ODTÜ Disability Support 
Office and therefore it automatically appears in all syllabi. 
 

2.5.13. Academic Honesty  

 
The information presented under the title of “Academic Honesty” is seen in Figure 45. The METU Honour 
Code shown in Figure 45 appears automatically in all syllabi. If you want to give extra information about 
academic honesty, you can make a text entry into the “Honesty” title and click “Save”. In addition, by 
clicking the course name “(4250424) GUIDANCE” on the upper right side (Figure 45), it is possible to turn 
back to the page (Figure 17) where all of the syllabus components are listed. 
 

Figure 45 

Figure 44 
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2.5.14. Saving and Exporting Your Syllabus 

You can save any of your syllabi and export them to use later. Firstly, you need to click “Save Syllabus” on 
the upper right side of the screen (Figure 46).  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then, the list of components that you want to save will appear on the screen (Figure 47). Here, you can 
select the components you want to save and click the “Save” button (Figure 48).   

 
 

Figure 46 

Figure 47 
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You can view your “Saved Syllabi” with the date of the last changes you made (Figure 49).  
 
 

 
 
  

Figure 48 

Figure 49 
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When you click/select any of your saved syllabi, you can export it to the course you select from the course 
list in the current semester. Firstly, you need to click the “Export to” button on the upper right side of the 
screen (Figure 50).  
 
 

 
 

Figure 50 
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Here, you should again select the components you would like to export besides the course/course section 
you want to export the saved syllabus components to (Figure 51 and Figure 52). 
 
 

 
Now, you can click the “Export” button to export the syllabus components or the whole syllabus (Figure 52). 
Please note that this action will overwrite existing information.  
 
 

 
  

Figure 51 

Figure 52 
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Then, you should have a message stating that “components exported successfully” (Figure 53).  
 
 
 

 
 
 
 
 
 
 
 
 
 

Figure 53 


