Copy Faculty Portal Gradebook from one course to others

If you have several sections of the same course, you can set up the gradebook in one course and copy it

to the other courses. Or you can use a gradebook from a previous semester to copy to the current

semester’s course(s). This is a big time saver!

Before starting, make sure you are in the
correct semester that has the course

containing the content you want to copy from.

- > Step 1: Click on the course that contains the
Course ID Course Name content you want to copy from.
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Step 2: Click Copy Content.

Doing this makes a copy of the gradebook setup
from the previous (or other current) course (i.e.
categories, weight distributions, recording
assignment grades, etc.)
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BUSINESS COMPUTER APPLICATIONS [BCIS1305LEC195]

My Courses » Course Options » Copy Content [Step 1-2]

Select a term:

SP-20

Continue to copy content step 2
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Select Course identifier
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Step 3: In this dropdown menu, select the
semester that contains the course(s) you want
to copy the course content to.

Course Name
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Credits

Click a button to move quickly to your
course(s) you want to copy content to.
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Select a term:

SP-20

Available Course Cffering

Select Course identifier

Continue to copy content step 2 —_—

BUSINESS COMPUTER APPLICATIONS [ECIS1305LEC195]

My Courses » Course Options » Copy Content [Step 1-2]

Step 4: Select the specific
course(s) you want to copy
the content to.

Step 5: Click Continue to copy
content step 2
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BUSINESS COMPUTER APFLICATIONS [BCIS1305LEC195]

My Courses » Course Options » Copy Content [Step 2-2]

Copy content from BUSINESS COMPUTER APPLI CI—MS‘SDSLEC‘QS: to the list
course content t_O

Term Course |dentifier
SP-20 BCIS 1305 LEC 185
SP-20 BCIS 1305 LEC 785
SP-20 BCIS 1305 LEC 79

Course Name

BUSINESS COMPUTER APPLICATIONS
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| Shows the course(s) you selected to copy the

Copy Calendar Itg

Process copy content Back to copy content [step 1-2]

E0q Step 6: Click Process copy content

My Courses » Course Options »

Copy Complete

Feturn to Course Selection
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Step 7: Click Return to Course Selection

Step 8: Switch to the current semester and go to the new
course(s) to see if they are set up correctly.

Set up student access by following steps on next page.




Set up Student Access

One piece of content that does not copy from another course is Student Access settings.

Use instructions below to set that up IN EACH NEW COURSE so students can see the grades you place in
their student portal.

(Reminder: For online courses, all you are required to place in the faculty portal are your final course
grades.)

Note: There are also other features available in Student Access, such as email, course information,
course announcements, textbooks, etc. You will probably not activate any of them if you are teaching in
Moodle since you generally use Moodle for communicating this information.

Course Attendance

» Altendance Entry
» Aftendance Report

Step 1: Click Set Student Access in each
course where you copied the content to.
(Located on the Course Options page in
your Faculty Portal.)

Course Utilities

» Copy Content

» Define Student Groups
» Set Student Access

» Set TAAccess

» Archive Files

» LoudCloud

My Courses » Course Options » Set Student Access
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Course Option Show

Discussion Board Step 2: Place checkmark beside
Course Assignments so

) students can see their grades
E-mail: All Students once you post it at the end of
the semester.

E-mail: Faculty

E-mail: Groups

Course Information

External Links

Course Announcements

Course Documents

Course Assignments o

Contact Information

Step 3: Click Save.

Repeat steps on this page for
other new courses where
vou cooied the content to.




