
Attach a Weekly Schedule (CSI) to a Course Outline in 
COMMS 3 
Access: All Roles 

You can attach a weekly schedule document to a course in several ways. 

Option 1: From the Course Outline page, go to the bottom right corner of the page and 
select the Attachment button (paperclip icon). 

 

Option 2: From your dashboard, select the three stacked dots beside your selected course 
and select the Attachment button. 

 

After selecting one of the options above, continue to 

1. Select Add Attachment from the pop-up window. 
2. Select Choose File to locate your document. 
3. Select Save. 



 

NOTE: Currently, COMMS 3 only allows one document at a time to be attached to a  
course.  If you have multiple weekly schedules associated with a course, you will need to 
attach one at a time or may need to combine all weekly schedules into one document. 
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