
Course Tools: Glossary Manager 
Goucher College 

Glossary The glossary is a useful tool to keep terminology that may be needed during the course.  
 
Click on Control 
Panel 

        
 
From Course 
Tools 
 
Click on 
Glossary 
Manager 

          
 
The Glossary 
Manager page 
opens. 
From this page 
instructors may: 
• Add Term 
• Upload 

Glossary 
• Download 

Glossary 

           

Add Term 
 
Select Add 
Term 
 
With this 
function 
instructors can 
add one term at a 
time.  
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Add Glossary 
Term page 
opens. 
 
Type Term and 
Definition 
 
Use the spell 
check (ABC) 
 
Note: If the term 
already exists in 
the glossary, the 
new entry will 
override the 
previous 
definition.  
 
Click Submit 

 

 
A Receipt is 
given. 
 
From this page 
instructors may 
add a new term 
or exit.  

    

 
Click Add 
Another Term 

     
 
As before, 
complete the 
Term and 
Definition boxes. 
Click Submit to 
finish.  
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A Receipt is 
given. 
 
Click OK 

     
 
This Glossary 
contains two 
terms.  
 
Terms can be 
Modified or 
Removed using 
the buttons to the 
right of the 
screen.  
 
Note: Removing 
a term is final, 
and cannot be 
undone.  

   

Upload Glossary 
 
Select Upload 
Glossary. 
 
This method is 
used to upload 
several terms at 
the same time.  

    

 
The Upload 
Glossary page 
opens.  
 
The file should 
be a tab-
delimited or 
CSV file. Other 
formats are not 
compatible with 
the Bb system.   
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Click on Browse 
to find the file in 
your local 
computer files.  

    
 
Select the file 
 
Click Open 

              
 
Upload File 
options 
 
By default the 
file will add the 
terms to the 
existing 
Glossary.  
 
The other option 
is to Remove the 
existing 
Glossary and 
replace it with a 
new one.  
 
Note: Duplicate 
terms will be 
replaced by the 
newest definition.  
 
Click Submit 
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A successful 
message is 
shown if the file 
was uploaded.  
 
Click OK 

    

 
The new terms 
have been added 
to the list. 
 
Note: Do not use 
commas in the 
definition when 
you are 
preparing the 
CSV file. 
Commas prevent 
the file from 
uploading.   You 
may add them 
later by using 
Modify.  

        

Download Glossary 
 
Click on 
Download 
Glossary 

    
 
The Glossary file 
is tab-delimited 
(XLS). You may 
open it using a 
spreadsheet 
application like 
Excel. 
 
Click on 
Download 
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Click Save 

               
 
The name of the 
file is 
Glossary_export. 
 
Save it to your 
local computer 
files (i.e. in My 
Documents). You 
may open it with 
Excel and make 
changes.  

             
This is how the 
file will look 
when you open it 
with Excel.  
 
After adding 
more terms you 
may upload the 
Glossary.  
 
Note: Terms do 
not need to be in 
alphabetical 
order.  
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