
Checklist 
 
Create checklists to highlight important aspects of your course and create a virtual 
checklist for students to track their tasks inside the course. 
 
Each course may have multiple checklists with multiple categories and items.  You 
may role switch to the student role to view the Checklist. 
 
 

Create a New Checklist 
 

1. Select New Checklist. 
2. Add a Checklist Name. 
3. Add an optional Description. 
4. Click Create. 
5. You will return to the Checklist Administration page. 
6. Depending upon the structure and complexity of your course, one checklist 

for the entire course may be sufficient. 
 
 

Create Checklist Categories 
 

1. After creating the checklist(s), you will create the categories for each 
checklist. 

2. Click the underscored name of the checklist. 
3. Click New Category. 
4. Enter a Category Name and optional Description. 
5. You may change the order or delete categories. 

 
 

Create Checklist Items 
 

1. After creating the checklist categories, you will create the items for each 
category. 

2. Click the underscored name of the Category. 
3. Click New Item. 
4. Provide an Item Name. 
5. Add an optional due date.  Select whether or not the date should display in 

the Course Calendar. 
6. Add an optional description. 
7. Click Create. 

 
 

Note:  Checklists are arranged alphabetically on the page.  There is currently no 
override for this default.  You may enter successive numbers in front of 
each checklist to order them properly on the page.  The items and 
categories inside each checklist may be arranged in whatever order you 
choose. 



 
Figure 1 – Sample Checklist 

 


