
Duplicating Exams  (as of 3/23/12) 
1. Log in 
2. Click on Assessments 
3. Select filters 
4. Click Search 

 
5. Find exam and click Duplicate icon next to the name 
 

 
 

6. Click Duplicate and then CLOSE 
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7. Click SEARCH again to refresh the list of exams. 
8. Locate the new exam in the list.  It, by default will be named Duplicate of….  Click on the new duplicated exam 

name. 
 

 
 

 
9. You will now see the exam dashboard.  Click Edit Assessment  
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10. Change name --- IF YOU ARE MAKING ANY CHANGES TO THE EXAM…  I.E. CHANGING A QUESTION or changing the 
links to standards, YOU NEED TO RENAME THE EXAM and  include a new version number .  For example  CC-4th Grade 
Math 3rd Qtr 2010-11 would become CC-4th Grade Math 3rd Qtr Ver.2 2011-12.  The version should be added AFTER the exam 
name, but before the year.  If the exam is EXACTLY the same as the previous year, the only change in name is the academic year. 

11. Change Academic Year 
12. Change  Date Given  

FROM----------------------------------------------- -------����TO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLICK SAVE CHANGES at the bottom of screen
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Sharing the Exam  This is a TWO STEP PROCESS 
 
 

 
  
13. Click Sharing ~ PLEASE FOLLOW ALL INSTRUCTIONS ~ You have to share it two different ways. 
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14. There are 3 levels of sharing.  You will be adding the two bottom types.  Start at the bottom Site Level Sharing Rules. Click ADD NEW 
SHARING RULE.  
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15. Click on your SITE/Building 

 
 
 
 

16. Next set the following permissions for  
your site: 15 

16 – CLICK 
ADD at bottom 



 
 

17. Now you are going to add  USER TYPE - Site Level Sharing Rules. Click ADD NEW SHARING 
RULE.  
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18. Click on your SITE/Building then 
Hold the CTRL key and select District Administrator & 

School Administrator 
 
 
 
 

19. Next set the following permissions for  
your site: ALL YE  S 
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19 – CLICK 
ADD at bottom 


