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COURSE CONSOLIDATION

Create a Consolidated Course
1. Login to the portal and Click the My Courses page 

link on any course channel.

2. Click My Consolidated Courses on the top right 

hand corner of the screen

3. The first time you login you will see that you have 

no consolidated courses as well as a list 

of courses available for consolidation.

4. Click the Create Consolidated Course 

button

5. Enter a Name and Title for the consolidated 

course and check each course you want associ-

ated with this template in the Courses Available for 

Consolidation list. In this example four sections of 

English Comp 1 will be linked to a new consoli-

dated course called English 101.

6. Click the Create button. 

7. You will see a confirmation message. Click OK to 

see the updated Consolidated Courses page. 

When you click the name of the course, you will 

enter the consolidated homepage and see a list of 

the courses associated with it on the left hand side 

of the screen.
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Course Consolidation is recommended for fac-
ulty who want to add the same content to multi-
ple sections of one course or to courses from 
one semester to another. A consolidated course 
automatically copies content to each course 
linked to it. 

NOTE: As of this writing any changes in the lay-
out or course permissions must be made in each 
unique course homepage. Layout and permis-
sions are not consolidated.



Create Content
Having created a consolidated course you now have 

the option of creating either shared content or content 

unique to one course homepage.

CREATE SHARED CONTENT

1. Click the name of the consolidated course to enter 

the consolidated homepage

2. Change setting, add files, and information. What is  

added to the consolidated course will be auto-

matically fed to all the course homepages linked 

to it.

CREATE CONTENT UNIQUE TO ONE COURSE 
HOMEPAGE

1. Click the name of the unique course to enter the 

homepage.

2. Change settings, add files, and information. What 

is added here will only appear in this homepage.

Delete a Consolidated Course
Important: To remove a consolidated course you must 

first remove the link to all courses associated with it 

(please see instructions above). When a consolidated 

course is removed all files and information associated 

with it will no longer be available.

1. Click the My Courses page link

2. Click My Consolidated Courses on the top left 

hand of the screen

3. Select the consolidated course you wish to re-

move and click Remove.

Add or Remove Linked 
Courses From a Consolidated 
Course
1. Login to the portal and Click the My Courses page 

link on any course channel.

2. Click My Consolidated Courses on the top left 

hand of the screen.

3. Click the name of the consolidated course, in this 

example it is English 101.

4. On the left menu inside the con-

solidated course find the Configu-

ration Tools and click Courses.

5. You will now enter the Manage 

Consolidated Course page where 

you can add or delete courses 

from the Consolidated Course. Choose from the 

Active Courses list and click Remove or from the 

Available Courses list and click Add.
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