
Up l oad i ng  Sy l l ab i

Save  you r  
Sy l l abus
Save your syllabus in

electronic format (ie.

Word, PDF, etc) on

your computer. 

C l i c k  Add i t i ona l  
Reques t  Fo rms  
On the right hand

side of the portal

page, click Request

Forms. Then click

Additional Forms.

C l i c k  Sy l l ab i  
Tab
Click Syllabus Forms

tab and then click

Syllabi form - All

Divisions

F i l l  ou t  
t he  Fo rm  and  
A t t ach  F i l e
Complete the

information on the

form and click to

attach your syllabus.

Click Submit when

finished.

Log  i n t o  
B l ackboa rd
Log into

Blackboard and

into your course.

C l i c k  Sy l l abus  &  
Schedu l e

Click the Syllabus &

Schedule link on

your Course

Navigation Menu. 

C l i c k  Bu i l d  
Con ten t
Click Build Content

and then click Item.

A t t ach  you r  
Sy l l abus
Name the Item,

click Browse My

Computer to locate

your saved file and

attach your

syllabus.

C l i c k  Submi t
When finished,

click Submit.

Log  i n  t o  MyMC3  
( t he  Po r t a l )

Log in with your

College username

and password.

BlackboardMyMC3

S teps  f o r

Help
Desk

Phone:

Email:

215-641-6495

helpdesk@mc3.edu

Live  Support:

Knowledgebase:

support.mc3.edu

kb.mc3.edu

The Portal


