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Job Aid: Copy an Item

Purpose

The purpose of the Copy an Item job aid is to guide you through the step-by-step process of copying

an item.

In this Job Aid, you will learn how to:
e Copy an Item

‘Q Task A. Copy an Item

Note: Verify that the Admin tab is
selected.

1. Navigate to Learning > Items.

2. Enter criteria on the Iltems
search page for the item you
wish to copy.

3. Click Search.

4. Access the item you wish to
copy by clicking the Edit icon.
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Search

Enter a value for each field that you want to use to fiter your search. Some fields allow you fo select from a list of values. You can also add
or remove search criteria to further refine your search

Case sensitive search: O Yes @ no

Search Al Locales: © ves @ No

ltem Types: [ starts witn ~ |=
Item ID: [ starts witn v [ |

Revision Date:
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Scarch | AddMew | @
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Instructors (MM/DD/YTYY)

e Revision Number: [ starts witn >l |
Item Title: )

B Taols [ starts witn v [rest |

Item Status: ® sctve O Not Active O Both
Item Classification: ‘ Starts With Vl | | B
Field Chooser @)
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Item &

DOD 1413310 (Rev 12 - 5/16/2011 12:01 PM
America/New York)

DOD 1424312 (Rev 1 - 5/16/2011 09:33 AM.

America/New York)

NFED 1275952 (Rev 1 - 2/1/2010 10:38 AM

America/New York)

MFED 1278053 (Rev 1 - 2/7/2010 11:23 AM
America/New York)

NFED 1279008 (Rev 1 - 2/11/2010 11:57 AM
Americal/New York)

NFED 1279010 (Rev 1 - 2/11/2010 12:03 PM
America/New York)

MFED 1279012 {Rev 1 - 2/11/2010 12:06 PM
America/New York)

MFED 1279013 {Rev 1 - 2/11/2010 12:08 PM
America/New York)

Title
Test

D [E Test

o
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Testing and Debuggi

=

Tests for Variances
Tests in Six Sigma

5

TestPrep Final Exam:

®

TestPrep Final Exam:

B

TestPrep Final Exam:

=

TestPrep Final Exam:

LT |

ng in Rational Application Developer
and Proportions, ANOVA, and Chi-square
: Lean Manufacturing

: Accounting 101

: Advanced Business Finance

: Accounting 102
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5. C“Ck Copy Item_“ on the RevisionNumf}er: 12
Summary tab page. ftem Title: Test

™
Summary
Edit the Item
Accraditation Sections that cannot be edited are not accessible. Access all sections in view mode.
Catalogs Apply Changes Reset Schedule
Chargeback

* = Reguired Fields

Competencies

*Title:  [Test @

Cost Calculation e L
Classification:

Curricula
Source ID: ‘

“l

Select a new Item Type ID.

Tirmwe Fone: o AmencaNew York (Eastemn Standard Time) ™
E nter a new |tem | D "l Gopy Authorized 1o Instuct Data
[ copy Substitutes Data

[ copy Related Competency Data

A new revision timestamp T
defaults to today’s date and Catalogs e

1 Chargeback
t" | |e B - ] copy Prerequisite Data
Compatencies

"] copy Related Document Data

[ eopy Raquast Data

8. Choose the kind of data that NS [l copy Onine stungs
you want to move from the R
original item to the new item Delivery Data
by clicking the appropriate S “ ==

] Copy Instructor Gosts

[ ada the new item to the catalog

checkboxes.

9. Click Copy located at the bottom
of the page. The new item is
created.

Edit the Item

10.Enter the new |tem Titl e. Sections that cannot bs edited are not accessible. Accass all sections in view mode.

. . Apply Changes | Revise... Copy Item... | Schedule | Detets
11.Modify other item data, as rece [ convien. | schedue [ o=cie

necessary (Source ID, " summary TR
MethOd |D1 ASSlgn Type |D, Accreditation I —
etC ) . Catalogs cource I | v|

Chargeback * Domain ID:  Q, [vay

12.Click Apply Changes. P— Method ;|

*Title:  [Test @

v
Cost Calculation + Assign. Type ID: [ optionai (Opticna) |
Curricula Approval Process ID: | Vl
Custom Fields Approval Required: O
Delivery Data Shipping Required: O
Design Data Safety Related: O
- - Approved: O
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