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Dillon School District Four Technology

Copying Assignments
1. You can copy assignments from one class to another from current or previous terms. The gradebook window contains a menu to change classes, but also to select previous classes. This will allow you to access any assignment no matter the date.
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2. After you select the class you want to copy from, select the assignment you want to copy from the list.
3. From the menu bar, choose Tools>Copy Assignment.
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4. If you want to copy the assignment to a different Quarter – click the dodwn arrow to find the Quarter desired.

5. Checkbox the class to which you want to copy the assignment (by checking the ‘Classes’ checkbox, it will select all the classes listed).
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6. Click the down arrow by Due Date to change from the existing date to Today, or Custom.

7.  Click OK.
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