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https://drive.google.com/file/d/1aJr7jcFJaXnlJLb5xxD9COo3oQk6lMSk/view?usp=sharing
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To leverage an existing course as a template for creating a new course in a different format,
from the existing course edit view, select the (a) three-dot menu to locate the (b) Use as
Template feature. 

Navigate to Use as Template

111

Create New Course with Use as Template

222Select (a) View
rules to
understand
which fields will
be copied and
which will not be
copied into the
new course. 

If you want to clone
a course to the same
course type, use the
“Clone” feature, not
“Use as Template”

Review the (b) Original course title and course format and
update the (c) New course details with the preferred new title
and course format. The default title is Course Name – Copy

Use as Template
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Select (d) Create once the New course details are prepared



Select Edit Course to
access the course edit
page for the newly
created course
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(c)

Email - Once the course
is ready, a confirmation
email with a direct link to
the new course will be
sent to the account
email that initiated the
process.
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Use as Template

Create New Course with Use as Template (continued)

222 Review the creation status of the new course by reviewing the (a) queue notice in the green
box and the individual components (b) format copy detail status indicating Completed. 
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View Audit

333In the original course,
an audit trail is
available for review
under the (a) three
dot menu and (b)
View audit. 
cloning event to view details including
timestamps, originator, and details.

Select the (c) Course 
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Alternative Pathway
Since the course creation process runs in the background, users can navigate
away from this page and come back to the single course edit page by searching
for the course in the Admin course view or clicking the link in the email.
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