[bookmark: _GoBack]Copying a My Open Math assignment from the master course to your course

1.  Sign in to My Open Math (MOM) and select the MATH-1030 course you are teaching. If you are teaching multiple MATH-1030 sections, you will have to do these steps for each course individually.

2.  First scroll down and find “Module 6: Finance”. Expand it if necessary by clicking the black triangle. Hover your mouse over “Finance Written Assignment” and you’ll see that some links appear next to it. Click the “Settings” link.
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3.  On the “Modify Assessment” page, change the assessment name to “Finance Written Assignment (old)”. This will help you avoid confusion when you import the new assessment into your course. 
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4.  Scroll to the bottom of the page and click the “Save Changes” button.


5.  Back on the home screen, in the left navigation panel, under the heading “Course Items”, click “Copy”.
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6.  Click “My Group’s Courses” to expand a list of instructors at SLCC.
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7.  Scroll to the bottom of the list and click “Wiarda, Peter” to expand a list of courses.
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8.  Select “MATH-1030-Master-Fa16”, then at the bottom of the page, click the “Select Course Items” button.

9.  Select from the dropdown menu the option “Select items to copy”.
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10.  Find the “Finance Written Assignment” in the list and check its checkbox.
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11.  In the “Options” box at the bottom of the page, make sure that all of the checkboxes are unchecked. Next to the option “Add to block:”, select from the dropdown menu “Module 6: Finance”. Then click “Copy Items”.
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12.  Back on your home screen, scroll down and find the Finance module, where you will see both the old Finance Written Assignment and the new one that you just copied over. Hover your mouse over the old assignment and click “Delete”.
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Exporting the new assignment so it can be put into Canvas

13.  Now to link the new Finance Written Assignment to your Canvas course. On the home screen, in the left navigation panel, under the heading “Course Items”, click “Export”.
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14.  On the “Common Cartridge Export” page, choose from the dropdown menu “Select individual items to export”.
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15.  Find “Finance Written Assignment” in the list. Check its checkbox. It should be the only thing you check.
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16.  At the bottom of the page, click the “Create CC+custom Export (works in Canvas)” button.
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17.  On the next page, you can download the MOM export file which you will then import into Canvas. Simply click the “Download” link on this page and save the file to your computer.

Importing the My Open Math assignment into Canvas

18.  Login to Canvas and go to the MATH-1030 course that this MOM course is associated with. You will now need to import the file you downloaded into Canvas. For detailed instructions on how to import a file, please refer to this Canvas guide: How do I select specific content as part of a course import?

There is no need to check “Adjust events and due dates”. You will do that later.

When it comes time to select content to import, be sure to check “Finance Written Assignment” as shown in the picture below. There is no need to check “MyOpenMath” because My Open Math is already installed in your Canvas course.
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19.  After the import is complete, go to your course Assignments and look for the old Finance Written Assignment and the new one you just imported. Open both assignments and change the settings and due date of the new one so that it matches the old one. You should also change the name of the old one to “Finance Written Assignment (old)” to avoid confusion. For instructions on how to change an assignment’s settings, please refer to this Canvas guide: How do I add details to an assignment?

20.  Once all of the information has been copied from the old assignment to the imported assignment, you may safely delete the old one from your course. To delete the assignment, go to Assignments in Canvas and click on the gear icon to the right of the old Finance Written Assignment, then click “Delete”.
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20.  You will now need to place the new Finance Written Assignment into Module 6: Finance. For instructions on how to insert an item into a module, please refer to this Canvas guide: How do I add items to a module?

Place the Finance Written Assignment in the Practice section of Module 6, below the Exercises and Skills Quiz.
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Click on the gear icon for options to increase/decrease indent and move the assignment up and down within the module. An easier way to move items within a module is to click and drag the item using the drag handle highlighted in pink below.
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21.  One more step and you’re done. After you have placed the new assignment into Module 6: Finance, you need to add a completion requirement to the module. For instructions on how to do that, please refer to this Canvas guide: How do I add requirements to a module?

The completion requirement for the new Finance Written Assignment is “submit the assignment”.
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You’re done!
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