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STEP A (Prepare the BLANK course): 
 

1. In the course you want to copy TO (the one that does NOT contain content), go to the Grade 
Center, then Full Grade Center. 

2. Locate the Weighted Total and Total columns. 
3. Using the contextual menu beside the Weighted Total column, select Delete Column, then click OK 

to delete it from the Grade Center. 
4. You will be unable to delete the Total column, because it is set as the external grade (see green check 

mark).  So using the contextual menu beside the Total column, select Edit Column Information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Rename this column Delete in the Column Name blank, so you will know which column to delete once 
you have finished copying the course (Step C).  Click Submit. 
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6. Back in the Full Grade Center, select Manage, then Grading Schemas. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click the check box next to “Delete or rename to Letter. This is not accepted by the ILP 
Tool”.  You do not need this grading schema, because the correct one (named Letter) will be 
copied over from the course that has content. 

8. Click the Delete button.   
9. Click OK. 
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10. Finally, starting at the bottom of the menu, delete all of the existing menu items in this course. 
Click the contextual menu next to each menu item. 

11. Click Delete. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click Delete this menu item. 
13. Click Delete again. 

 
 
 
 

14. Repeat steps 10-13 with each menu item until you see the message “There are no available 
items in this course”. 

 

 
 
This course is ready to receive the content from the other course.  Now open the 
course that DOES contain content (usually your Development shell).  Proceed to 
Step B on the following page. 
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Step B (Copy content): 
 

1. In the Course Management area of the course you want to copy FROM – (the one containing 
content), click Packages and Utilities, then Course Copy. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Select Copy Options section, click the Browse button. 
 
 
 
 
 
 
 
 

3. In the pop-up window, find the course that you want to copy TO.  Click the radio button next 
to the Course ID, and then click Submit. 
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4. The Course ID for the course you selected will now appear in the Destination Course ID 

blank.   
5. Under Select Course Materials, click Select All. 
6. If you have Discussion Boards in your course, select “include only the forums, with no 

starter posts”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. In the File Attachments section choose one of the following options: 
a. IF you have any of the following content, click the THIRD option that says “Copy links 

and copies of the content (include entire course home folder)”: 
i. Adobe Captivate 
ii. Adobe Presenter 
iii. PowerPoints that are linked to an html document (not just regular PowerPoints 

uploaded to the course) 
iv. Textbook publisher content (Cengage, Elsevier, etc.) 
v. Softchalk files (NOT Softchalk Cloud) 

b. IF you have none of the above content, click the SECOND option that says “Copy 
links and copies of the content”. 
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8. If your course contains content from a Publisher Course Cartridge, you may see this section 
on the copy page (most will NOT).  Click the check box: 

 
 
 
 
 
 
 
 
 

9. Click Submit.  You will receive an email when the course has finished copying content.  This 
may take a while, depending on the size of your course. 

 
There is one final, VERY IMPORTANT step.  Return to the course you have copied content TO (the one 
we prepared in Step A). Proceed to Step C below: 
 
 

STEP C (Set your external grade column, and delete the column you 
renamed “Delete” in step A). 
 

1. Once you receive the email stating that the course copy is complete, return to the course you 
copied content TO (usually the course you will be teaching in the coming semester, such as 
2015FA ENGL-1305-001). 

2. In the Course Management area of the course go to Grade Center, then Full Grade Center. 
3. Find the column you use for the Final Grade in the course—it may be named Course Grade, 

Final Grade, Course Average—whatever you have named it, select the contextual menu on 
the right side of this column and select Set as External Grade.  

 
 
 
 
 
 
 
 
 
  
 
 
 

4. Notice that the green check mark now appears to the left of this column. 
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5. Finally, use the contextual menu to the right of the “Delete” column, and select Delete 

Column. 
 
 
 

 

 

 

 

 

 
Congratulations! Your course is ready to begin the semester! 

 
 

IMPORTANT NOTE: 
At the end of the semester, you may wish contact ctlhelp@actx.edu to Bulk Delete 
your development shell.  Once you have been contacted that this has been done, 
repeat the process above, copying FROM the course you just taught TO your 
Development shell, so you will have a clean, updated copy of the course for the 
next semester. 

mailto:ctlhelp@actx.edu
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