
HOW TO USE THE SPORK iPLANNER 

Part 1: Syncing from BeLA 

Before you can sync your syllabus with the iPlanner, your syllabus must be in the “Distributed” (D) status 

and you will need to make sure your Syllabus Reports have been initialized. “Distributed” (D) is the final 

status given to your syllabus after it has been through the review process with your SAD and/or your 

School Admin. Once a syllabus is marked “Distributed” (D) you will be able to initialize your Syllabus 

Reports and then you will be able to sync your syllabus in BeLA with the SPORK App via the iPlanner. 

(Note – Please be sure your school admin have reviewed and approved your syllabus before marking 

your syllabus “Distributed” (D). Please check in with your Director of Academic Programs or Head of 

School if you have any concerns or questions.) 

1. First, go to your BeLA Homepage to your Teacher Dashboard. You will need to select the HOME 

tab and then TEACHER to open your Teacher Dashboard. 

 
 

2. Select the MY SYLLABI hyperlink to see your complete list of syllabi and see which ones have 

been changed to “Distributed” (D) and which ones still need to be changed over.  

 



3. From the List of Syllabi window you will see your syllabus name(s) and then there will be a 

column showing the status for each. If any say “RP” (Ready to Print), you will be able to change 

that status to “Distributed” (D). If the status is Ready for Review (RR) you will need to await your 

SAD to approve your syllabus before your school admin reviews it as well. Be sure that your 

syllabus has been approved by your school admin before changing this status yourself.  

 

 

4. Select the edit pencil on the far right (see above) to open the Edit Syllabus window where you 

will be able to change the status. Select the STATUS button to open the next screen. See below: 

 

 

 

 

 

 

 



5. Select the drop down for New Syllabus Status and set it to “Distributed” (D). Then select SAVE.  

 

 

6. Now that your syllabus is in the “Distributed” (D) status, you can now initialize your Syllabus 

Reports. This is also known as initializing your Revision Reports. After selecting SAVE when 

changing the status of your syllabus, you will be sent back to the Edit Syllabus window. To open 

the window to initialize your Syllabus Reports, select the OUTLINE / REPORT in the top right-

hand corner. 

 

 

7. Once in the Edit Syllabus Revision Report window, select the INITIALIZE REPORT button to 

complete your syllabus before syncing with the iPlanner. Next, select SAVE & EXIT. 

 

 



8. Now that your syllabus is set to “Distributed” (D) and you have initialized your Revision Reports, 

you are ready to sync your outline with the iPlanner. From the Edit Syllabus window, you will 

need to scroll down to the “Ready for iPlanner” drop down to enable the iPlanner sync. 

 

 

 

 

 

 

 

 

 

 

 

 



9. The final step will be to select “Yes” from the Ready for iPlanner drop down and then to select 

SAVE. This will initiate the sync. You will then be able to access your newly synced outline in the 

iPlanner on the SPORK website in about 1 hour after saving. 

 

 

10. To confirm the setting was saved properly in BeLA, you can check your “Syllabus Details” in the 

Edit Syllabus window. 

 


