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Copy Course
Use Copy Course to develop a new course based on an existing course.
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2. The Copy Course Application screen opens.
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3. Use the down arrows to select the Rubric of the course you
PO want to copy.
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6.

The Copy Course Application screen opens with the
information from the existing course entered in the
application.

You must enter the new rubric and/or course number.

If your department has a new course rubric, please
contact Instructional Support Services prior to
completing the application.

Note: For Honors Courses, please use the regular
course title followed by the word “Honors”. The course
description should read, “Please contact the Honors
Department at 223-3255 or honors@austincc.edu for
additional information.”

10.

Modify data as needed to reflect the new course. (See
Course Definitions for making changes to the fields.) Fill in
the fields accordingly. The course field definitions and
helps can be found at the front of this training document or
here: http://www.austincc.edu/ITdocs/cms/terms.html

Answer the series of questions by clicking the Yes/No
buttons. Click Continue.

Click Continue Course Application or Save and Close
Application.
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11. When you get to the next screen, if you get an Orange
warning, you may continue as long as you agree with the
message that is given. If you receive a Red alert, you will
not be allowed to continue your application.

12. After you click Continue, review the application and enter

the required justification for the application. Part of the

justification will need to state what was changed and why.

13. Click Submit.

The application is submitted for review to the next level
supervisor.




