
Use the Duplicate feature effectively to save time 
Once you have inserted any type of activity or resource into your course and changed 
the settings for it, you can use the Duplicate feature to save time creating another 
activity or resource that may be similar to the one you created previously. The duplicate 
will contain the same settings and information. All you need to do is edit the name of it 
and/or the information in it. 

Doing this can save you considerable time in creating new course content. Below are 
the steps to use the feature. 
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Step 1: Click the More icon and select Duplicate.  
This example demonstrates duplicating a forum 
resource that contains. It could be any type of 
activity or resource. 

Step 2: The duplicate appears right below 
the original. Then you can edit the duplicate 
and move it to the position where you want 
it.  

 

Edit icon lets you change the 
information and name of the 
duplicate. 

Move icon 

Use these steps to edit the duplicate’s name 
or information. 
 
Use these steps to move the duplicate. 


