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Job Aid: Copy an Item Course: Learning Needs Management

Topic Lab: Copy an Item

Prerequisite Courses
. Introduction to LearningLink Learning Administration

« Learning Needs Management

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 Item

Verify the Admin tab is
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Access the item you wish to
revise by selecting the edit

icon (=),

Field Chooser &

lReoordsperPage 25 | (8 total records)

Item

Download Search Results X

Title

COURSE ADM0100 {Rev 1.5 -
12/23/2004 02:38 PM America/New
York)

Effective Administrative Support Professional
Simulation

COURSE ADM0102 (Rev 4 -
12/23/2004 02:38 PM America/New
York)

Overview to Effective Business Communication

COURSE ADMO0103 (Rev 3 - ':,' (1}
12/23/2004 02:38 PM America/New
York)

Using Effective Business Communication

Select Copy Item... on the
Summary tab page.

Items

> Search > Search Results >

Summary

Item Type: COURSE

Search = Add New @&

Edit Summary

Item ID: ADMO0100

Catalogs

Revision Date: 12/23/2004 02:38 PM America/New York

Chargeback

Revision Number: 1.5

Competencies

Item Title: Effective

ative Support Pro

Simulation

Cost Calculation

Edit the Item
Curricula

Custom Fields

Sections that cannot be edited are not accessible. Access all ;E:ei?w mode.
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Select a new Item Type ID.
Enter a new Item ID.

A new revision timestamp
defaults to today’s date
and time.

Choose the kind of data
that you want to move
from the original item to
the new item.

Select Copy.

Copy Item

Old Item Type ID: COURSE

0ld Item ID: ADMO100

Old Revision Date: 12/23/2004 02:38 PM America/New York

New Item Type ID: | COURSE

New Item ID: |ADMOE00 e
New Revision Date:  owm |10/25/2010
42 PM

Revision Time: 01

Time Zone: ]
America/New York (Eastern Standard Time)

O Copy Authorized to Instruct Data
O Copy Substitutes Data

™' Copy Related Competency Data
r Copy Related Document Data
r Copy Related Task Data

~ Copy Prerequisite Data

O Copy Request Data

O Copy Oniine Settings

™ Copy Instructor Costs

F Add the new item to the catalog

]

The new item is created.
Edit the new item title.

Modify other item data, as
necessary (source, method,
assignment type, create
date, etc).

Select Apply Changes.

Edit the Item

Sections that cannot be edited are not accessible. Access all sections in view mode.
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= Required Fields

Title: [Effective Administrative Support Part 2| @
Classification:
m Source ID: | ss (skasofy =
* Domain ID: @, HR
Method ID: [ILT (instructor Led) =
Assign. Type ID: [REO (Required) j
Approval Process ID: | El
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