
Ready to go! Start-of-Term 
CoursePlus Refresher

Term 4, AY2025-2026

THIS SESSION IS BEING RECORDED!
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Learning Objectives

Identify new 
CoursePlus 
tools and 
features

UPDATES

Discuss start-
of-term tasks 

and explain the 
role of 

CoursePlus

Identify and 
answer start-
of-term FAQs

Share 
resources
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What’s New in CoursePlus?
Identify new CoursePlus tools and features
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Q&A 1
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Start-of-Term Tasks
Discuss recommended start-of-term tasks and explain how CoursePlus tools and 
features can be used to accomplish these tasks
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Common Start-of-Term Tasks

Teaching Teams 
and Bios

Syllabus and 
Gradebook

Content and 
Resources Communication
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Faculty Tools

• To make edits to the 
course site, always go to 
Faculty Tools!

3/20/2026 7



Start-of-Term Tasks: Teaching Teams and Bios

How do I add/remove teaching 
assistants and site content 

editors?
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Managing Non-Student Access

Verify Add Remove
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Updating the Faculty Page
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Start-of-Term Tasks: Syllabus and Gradebook

How do I update my syllabus and 
gradebook?
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Updating the Syllabus Overview

Review the Information Edit Information before the term starts
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Setting up the Gradebook
Match to the Methods of Assessment in the Syllabus
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What to review
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• If applicable, link graded items to CoursePlus tools (Peer Assessment, Discussion 
Forum, Quiz Generator, DropBox, In-Lecture Quizzes, Path Finder)

• Mark extra credit assignments as extra credit
• Add rubrics when applicable to graded items



Managing Your Gradebook
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Start-of-Term Tasks: Content 

How will my students access 
course content?
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Confirming the Course Schedule (Content): 
Using Schedule Builder
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What do different dates mean in 
Schedule Builder?

Open/ Available 
On Date Due Date Access Ends/ 

Closed Date
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“Mask” and “Always Available” Settings
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Checking Dates Not Linked to the 
Content Page

• Drop Box
• Signup Sheet
• Discussion Forum
• Quizzes
• Online Library items
• Etc.
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Content Page: Import Calendar
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Online Library Date Controls

Why can't students 
see all the files in the 

Online Library?

• Sometimes files or folders 
have date controls.

• Some folders or files may be 
marked "hidden"
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How to Edit Open/Close Dates
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Start-of-Term Tasks: Communication

How will I communicate with my 
students and welcome them to 

the course?
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Forms of Communication

Faculty to Student

• Tools
• Email
• Announcements
• Discussion Forum
• Wiki
• Surveys
• Signup Sheets

Student to Faculty

• Tools
• Email
• Discussion Forum
• Wiki

Student to Student

• Tools
• Discussion Forum
• Email
• Course Groups
• Wiki
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Welcoming Students

Class Email Class Announcement Recording
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Sending Message to Everyone: Class Email Tool

Select Email Recipients
Post as Announcement; 

Scheduled Delivery
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Archiving and Reusing Past Emails
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Using Email Filters

Filter Options

• Discussion Forum
• Drop Box
• Quiz
• Site Visit

• Email students who have not 
logged into the course site 
within the first week of term

• Survey Tool
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Setting up the Discussion Forum



Check out the Discussion Forum Settings
Icon Meaning

Hourglass Read-only after a certain date.​

Slashed Eye Hidden until a certain date.

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

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

PBV Students must Post Before Viewing.​

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

Person Private (specific users) category.​

Gradebook Category linked to Gradebook.​
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Setting up Course Groups and Sign-up Sheets

Sign-Up Sheets Course Groups
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Q&A 2
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Start-of-Term FAQs
Identify and answer frequently asked questions that are typically submitted to CTL 
Help at the beginning of an academic term
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FAQ 1

Why are Students 
Unable to Access 

my Course?

• Online: The start date has not yet 
arrived.

• Other courses: Check to make sure you 
have made the course site available.
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FAQ 2

A student may ask, "I 
registered for [insert 
course], but it is not 

showing up in my 
CoursePlus account. 

Why?"

• It may take a few hours after 
registration. 

• For an online course, a student may 
not have completed IOL 
(Introduction to Online Learning).

• If there are multiple sections and a 
student drops and adds one, they 
will usually stay dropped. Please 
send them to CTL HELP.

• The student may need to log out of 
CoursePlus and then log back in.

3/20/2026 36



FAQ 3

A student may 
ask, "I completed 

IOL, but the IOL site 
doesn’t reflect this. 

Why?"

• Not all the exercises were completed

• Students registered for multiple 
offerings and completed work in both.

• If the student is confident they 
completed the course, have them 
reach out to CTL Help.
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fctl-help.zendesk.com%2Fhc%2Fen-us%2Frequests%2Fnew&data=05%7C02%7Cldana1%40jhu.edu%7C36acc87065774661addd08dca110be65%7C9fa4f438b1e6473b803f86f8aedf0dec%7C0%7C0%7C638562340491770715%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Slns4wR8DRpDNvAoBxG8ukKime6%2Fj%2BrvIOS66VbnPN8%3D&reserved=0


FAQ 4

How do I see the 
roster for my 

course?
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FAQ 5

Students are having 
issues accessing a 

link on the 
schedule. Why?

• The Associate Event with field has a 
selection for the first dropdown menu 
but not the second. The solution is to 
make sure a selection has been made 
in that second dropdown menu.
OR

• Faculty mistakenly provide students 
with the admin link to a page—usually 
a Page Builder page—instead of the 
student link.
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CTL Resources
Share resources relevant to teaching teams and site content editors
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2-minute Workshop Evaluation Survey:
AY25-26: https://forms.office.com/r/wuJyapK8f0

We value your feedback!
Please complete the survey 

whether you attended this session 
synchronously or watched the 

recording asynchronously.
Responses are anonymous.
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https://forms.office.com/r/wuJyapK8f0


Resources
CTL Help and the

CoursePlus Faculty Guide
CTL Teaching Toolkit Website
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Professional Development with CTL

CTL Blog

• Events 
Calendar

• On-demand 
Videos

CTL’s Teaching 
Assistantship 

Training Course
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