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Before you star!S

rating) Your Past LATTE Course
iInto a New LATTE Course

tructions for Faculty

The Import process wi

Il not make an exact duplicate of your past

course. Almost everything moves with a few exceptions. 7he end
of this guide includes more information on what course components you

need to recreate by hand.

What the Import Process

Moves:

eFiles (PDFs, readings, etc.)

eActivities (forums, assignments,

etc.)

*Resources (links, labels,

*The organization of the course

outline

What the Import Process
Doesn’t Move:

1
eStudent work, grades, or foruA
posts

eYour course settings, including

additions of TAs and other roles
etc.)

e|nstructor created blocks

Step 1: Locate your old course in LATTE. This is
your “source” course.
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Step 2: Check to see how many module sections
your old source course has in the course outline.
has the standard 15 or less, move on to Step 3.
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3 If the new course has fewer module sections than your old
course, material from your old course will be forced into the
top-most section of your new course when you import.

l./../

To add more sections to the LATTE Course Tools

i Get Course Syllabus
course outline... Upload Course Syllabus

Yiew Roster, Basic | Photo

First go to your destination (new) Sort/Filter Forum Posts

course, and click “Other Course e 1" 007,
Settlngs Request Course Materials:
Pl Book R
Then choose the number of Reuest Bonk Purchase
weeks/topics that match the old e s
guest a Film Purchase
course. -~

Format () ITDpicstrmat
Now Iet S get onto Mumber of weeks/top I'IB vI

i |
the Import- Course start date () |15 j | Januany j | 200




Step 3: Go to the blank New LATTE Course for the
new semester. This your “destination” course.
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This is where you will start the import process.

What the Import Process
Moves:

eFiles (PDFs, readings, etcs.)

eActivities (forums, assignments,
etc.)

*Resources (links, labels, etc.)

*The organization of the course
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Step 4: Click the “Import” link in the
Administration block of the destination course.
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The LATTE Import Page will appeatr.
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Step 5: Under “Courses | have taught”, choose
the past course you want to get content from.
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Step 6: Click the “Use This Course” button.
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The parts that make up your source course will now be
listed. No student grades, student assignments, or
student forum postings will be transferred.
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If you do not uncheck “Course News & Announcements” and
“Introduction”, you will create duplicates in your new course.




Step 8: Under Questionnaires, uncheck “Midterm
Assessment —Two Question” and “Midterm
Assessment — Ten Question”.
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Step 9: Click the “Continue” Button.
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A new page will appear, listing everything that is going
to be imported from the source course into the

destination course.
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Step 10: At the bottom of this page, click the

“Continue” Button.
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A new page will appear that shows you the process
LATTE is taking to import the content. This could take
several minutes for the process to complete.
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When the process has completed successfully, another
“Continue” button will appear.

Step 11: Click the “Continue” Button.
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LATTE will complete its import process and take you to
another confirmation screen. This may take several

minutes.

Step 12: Click the “Continue” Button on the next

confirmation screen.

Congratulations! You are done with the import!
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Now you just need to do a little more to complete your

course, which is covered in the next two pages.



AN

You will need to restore a few things to your course
that the Import process didn’t migrate for you.

Step 1: Turn editing on.
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Step 2: Choose your course settings.
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T Step 3: Add your customized
[rerm = course blocks.
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If you get stuck, have questions, or the new course
doesn’t look like you expect...

LATTE Help is available to assist with walking .’
you through the import process!

Call: (781) 736-LTTE (x65883)

Email: latte@brandeis.edu




