
 
 

 How to Duplicate a Course 
Step 1 Log into: http://www.Respondere-Learn.com  
Step 2 From the homepage click on Courses located under the Site Administration 

block and select “Add/edit courses” 

 
 
 

Step 3 • Click on the course category you’d like to use 
• We’ll choose TELL in this example 

 

 
 
 

Step 4 
 

• Click on “Add a new course” button 
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Step 5 • Enter the course details in the following fields: 

• Category: use the drop down arrow to make the appropriate selection 
• Full Name: Enter the official name of the course here 
• ID: Enter the course ID number, so when a course search is performed 

the course will be listed within the search 
• Activity Report:  Set this option to Yes by using the drop down arrow 
• Maximum Upload Size:  This option should be set to 2MB 
• Course Enrollable:  Select Yes for open enrollment, and No if you prefer 

the instructor enrolls students 
• Availability: Select available if you’d like to course to show up in a 

search for courses or communities. Otherwise, select unavailable. 
• Click Save changes 



 

 



  
Step 6 • Select the “Click here to enter your course” button 

 

 
 

Step 7 • An empty course template will appear 
• Select Import under the Administration block 

 
Step 8 • The next screen permits you to select from courses you have taught, or 

you may select courses from the same category by using the drop down 
arrow next to the option you prefer 

• Then click the “Use this course” button directly located under the 
course option you chose 



 
 
  

Step 9 Repeatedly click “Continue” at the bottom of each page while the data is 
processing, until you are return to the course’s homepage 
 
  NOTE: This process may take some time, since course data is being 

transferred from one course to another   
 
Below are some examples of the pages you’ll see during this process  
 

 

Select from the 
course you 
have taught, 
and click Use 
this course 

Select from the 
Courses in the 
same category, 
and click Use this 
course 



 

 
 

 
 
 



 
 

Step 10 • Once the data transfer is complete, you’ll be returned to the course’s 
homepage 

 


