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Description

The purpose of this job aid is to guide Administrators through the step-by-step process of copying an

item.
Tasks
A. Copy an Item

Task A. Copy an Iltem

Verify the Admin tab is
selected.

Navigate to Learning >
Items.
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Recommended next steps
appear.

Edit the new item title by
clicking in the field.

Modify other item data, as
necessary (be sure to
complete all required
fields.

Click Save.
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