
CoursePlus Refresher
Term 3, AY23-24

This session will be recorded
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Today We Aim To…

►Review “need to know” CoursePlus (CP) 
tools and techniques

► Learn about CP updates

►Review CP FAQs

►Answer your remaining CP questions
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Start with Faculty Tools

• Quickest way to get to other 
CoursePlus tools, including 
reports

• Allows easy navigation to 
Schedule Builder items

• May look different based on 
course format/modality
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Review & Use Only the CoursePlus Syllabus

► The Syllabus is publicly available

► Printed to PDF, it will display:
► Overview
► Schedule
► Objectives

► Section edits:
► Some require approval
► Some are not open text
► Some can’t be edited
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Know the Schedule Builder Options

► Displays modules (categories) and 
pacing of course activities as part 
of the syllabus

► Provides active navigation links for 
students

► Schedule Builder items include:
► Type of resource
► Access dates
► Links to DropBox
► Custom descriptions
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Consider the Activities & Assignments Options

► Work with an ID for brainstorming

► Link to Schedule Builder events

► Need assistance?
► See CoursePlus Help Guide
► Ask CTL Help 
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Thinking about Group Activities? You’re 
Covered!

► Work with an ID for brainstorming:
► Private Wikis
► Private Discussion Forum Categories
► Peer Assessments

► Establish groups and manage memberships 
via sign-up sheets, random assignment, or 
purposeful sorting

► Need assistance?
► See CoursePlus Help Guide
► Ask CTL Help 

7



Double-check Your Gradebook

► Match the required “Methods of 
Assessment” Syllabus section 

► Choose points or percentages

► Know the CoursePlus graded item 
types (activities) that can be synced 

► Understand extra credit
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Make the Online Library Useful for Students

► Display & Migration Options:
► Date posted
► Level of importance
► Copy library from another course

► Organize items by:
► Folders
► Linked pages
► Dates

► Before term always check:
► Weblinks are still active
► Files aren’t outdated
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Use CoursePlus Announcement & Email Tools 
to Communicate One-way

► Announcements options:
► Schedule in advance
► Display up to 7 days

► Email options:
► Schedule in advance
► Import from other offerings
► Filter recipients
► Display as announcements
► Archive
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Use the Discussion Forum for Conversations

► Sort conversations by:
► Topics (threaded conversations)
► Categories (groups of topics)
► Groups of Categories 

► Set permissions including:
► Post before viewing
► Read-only
► Private to student groups
► Locked from students

► Link to Gradebook items from Gradebook
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Understand Discussion Forum Categories’ Options

Icon Meaning
- Read-only after a certain date.

- Hidden until a certain date.

- Locked - Only faculty, TA, and staff 
can read and post.

- Only faculty, TA, and staff can start a 
new topic.

- Students must Post Before Viewing.

-
Students only have 15 min to edit or 
delete a post.

- Private (specific users) category.

- Category linked to Gradebook.
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Take Interest in your Students’ Activity

► Reporting features within the 
Administrative Tools section of 
Faculty Tools:
► Course site access
► Individual lecture/content access
► LiveTalk attendance
► Discussion forum activity
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Outstanding 
Questions?

Please note in chat!
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CoursePlus Updates
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CoursePlus Start-of-term FAQs
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Q: Why are Students Unable to Access my 
Course?
► On-campus, Blended, or Hybrid:

► Is the course site set up?
● Search CTL HELP for “How to Set Up a 

CoursePlus Site”

► Is the course site made available to students?
● From Faculty Tools, choose “Make 

Available”

► Is the student enrolled through the Student 
Information System (SIS)?

CTL Help: https://ctl-help.zendesk.com/hc/en-us 17
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Q: Why is a Student Showing as Enrolled through 
SIS, but is Not on my CoursePlus Roster?

► Did the student just register?
► Wait and check back later

► Has the student signed into 
CoursePlus at least one time?

► Has the student added their JHED ID 
to their CoursePlus account?
► Search CTL HELP for “Add Your 

JHED ID to a CoursePlus Account”
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Q: How do I Edit my Contact Information on 
the Syllabus?
► Faculty: Have you updated your information in the BSPH Course System?

► Log into https://course.jhsph.edu/
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Q: How Can I Give Someone Access to My 
Course Site?
► Has the person logged into CoursePlus 

before?
► Ask them to log into CoursePlus

► Is it a student?
► Determine the reason why they aren’t 

enrolled via SIS before granting access.

► Navigate to Faculty Tools and look for “Add 
Students, TAs, Editors, Guest Faculty, and 
Guests” under Administrative Tools
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Q: Where do I Share my 
Zoom Meeting Links?
► Office Hours:

► Anywhere but the syllabus: 
standard course page, online 
library, or email

► Hybrid or Pivoted Class Session:
► Standard course page

► Online:
► Have you set up your LiveTalks?

https://courseplus.jhu.edu/core/index.cfm/go/pb:page.publicView/pageID/144576/ 21
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Q: Why Haven’t You Answered my Question?
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How Did we Do? 3-Minute Workshop 
Evaluation

https://forms.office.com/r/65fB27dUEG
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More Questions?

ctltoolkit.com
ctl.jhsph.edu/blog

ctlhelp@jhu.edu
https://ctl-help.zendesk.com/hc/en-us

https://www.ctltoolkit.com/instructional-design-team 24
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