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This process allows you to bring in the settings of a past course into a current gradebook. 
 

1. Click the Gradebook top tab 
2. Change the filter to This Year’s Classes 
3. Select the course that you want to create the structure for (the class you are importing the categories 

and assignments into) 

 
Part 1.  Importing Categories 
 

1. Click Details side tab, click on the 
word: Categories 

 
 
 
 
 
 

2. Click  
 
3. A pop-up will display: 
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The result will look like this. 

 
4. Save 

 
Part 2.  Importing Assignments 

1. Click Assignments side tab. 
2. Click Options, then Import Assignments 

 
3. A pop up will display 
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Note: If you want to select assignments from 2 categories, repeat this process for each category 
 
The result will look like this 

 
 
Part 3.  Shift Assignment Dates into Correct Term 
 

1. Click Options, then Shift Assignment Dates 

 
2. Complete the dialogue box as shown and click “OK” 

 


