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Converting a Section into a Template TEQ7

Role: Administrators

Converting a Teaching Section into a template enables one to use the template to create other Teaching
Sections. It is specially good for Units may be taught only every second year. Converting a section into a
template is achieved via the Content Manager tab in Blackboard.
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1. From my.monash portal, click on Blackboard
2. Click on the Content Manager tab

3. Then click on the Template Manager sub-tab
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||% My Files BN Repositary Cl Template Manager i System Files

4. In the left hand Navigation go to the Section that you wish to save as a Template

£ my Flles | @ Repository [ € Template Manager | & System Files

D Monash University vour location: TRN2011
[ Monash University

|:| Staff Development Unit 6 TRNZO11 El
|:| School of Blackboard

B TRMN2011

. Sections [ Title Last Modified Public

~(TENZ011 - Introduction ]
i |to Clinical Embryology 01
Lc‘a ton - 52 2008 J |z:| Copy”@ Mowe ‘ | X Delete|

| Create Template || Import Content as Template

[0 € Introduction to Clinical Embryology 01 - Clayton - S2 2008 template % 15/08/08 16:17 Yes

5. Click on the Section in the left hand Navigation. The Section Template information is displayed in the
right hand frame.

|% My Files @ Repository |$ Template Managerlg @ System Files

[~ Monash University

Section template information:

|:| Monash University
[} Staff Development Unit Mame: TRMN1011 Lecturer and Designer Level 1 - 51 2008_template
|:| School of Blackhoard Keywords: Blank
- TRN2011 Description: Blank
n TRN2011 - — . a
Introduction to Clinical <:[_ Save this Section as Template
i
Embryology 01 -
Converting a Section into a Template (TEO07) 1

v1.0 prepared by <<Insert Author Name>>
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6. Click on Save this Section as Template

7. In the Browse For Location Window navigate to Course Folder where the Section is located

Browse for Location

Your location: TRN2011 - Introduction to Clinical Embryology 01 - Clayton - 52 2008

D Monash University [ Title < Type
D tonash Univereit 3 Intraduction ta Clinical Embryalogy 01 - Template
[J- Staff Development Unit Clayton - 52 2008_template

|:| School of Blackboard

subscrintion options: O Keep subscriptions (keep subscriptions and copy other files)
: . ' uII\; copy (all files and subscriptions become copies)

Save as: Introduction to Clinical Embryology 01 - Clayton - 52 2002_template

cony ta: TRMN2011 - Introduction to Clinical Embryology 01 - Clayton -
P¥ ' g2 2008

Cancel

8. Select Fully Copy in the Subscription Options

9. In the Save As box, give the Template an appropriate Name

9. Click OK
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10. In the Manage Permissions window, select whether you want this template to be Public or Private; in
most cases, you will want to make the template Public.

Manage Permissions
& Introduction to Clinical Embryology 01 - Clayton - §2 2008_template (Template)
Template status:
O Public
® Private
Template permissions:
Ownership: Ajanta Dasgupta ad
Editorship: Available: Selected:
N\
8

11. You can also select who owns the template and who can edit the template. In this case there is only
one owner. To add to the editorship, you can select from available names under Available, and click on
the green arrow to add them to the Selected box.

12. Click Save.

Note: All staff with Lecturer/Designer and Administration access will be listed under the Available box.

h Content has been copied to: TRN2011 - Introduction to Clinical Embryology 01 - Clayton - S2 2008 and permissions have been set. ]

Section template information:
Mame: TRM1011 Lecturer and Designer Level 1 - 51 2008_template
Keywaords: Blank

Description: Blank

| Save this Section as Template |

12. You will then see a yellow status bar in the Template Manager indicating that the template has been
successfully created and the permissions have been set.
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13. You can display the Template in the Division where it has been saved

@ Staff Development Unit

| Create Template |

1 Title < Last Modified Public
[] €)Create Section Content Template % 29/10/08 12:31 Mo
maion ta Clinical Embrvomavton - 52 2008 template £ 21/10'\/08 10:31 Mo
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