Importing DL Template 
This tutorial shows you how to copy the Distance Learning (DL) Template into a NEW, (first time created) course site:

The template information will ONLY be used if this is the first time a course has been taught AND you have not copied content from a previously existing course site.  This template includes some basic course information that you can adapt as needed.
1. Download the current Course Template under Procedures and Guidelines from the Faculty Resources for Distance Learning page. This file is in ZIP (compressed) format. You will not “unzip” or uncompress the folder; this will be saved to your computer and then imported in the course copy process.
2.  Save this zip file to your desktop.
3.  Go into your new course site (listed in My Courses or on your Course List). 
4. Click on Packages and Utilities in the Control Panel and select “Import Package/View Logs”. 
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5.  You will see and click on Browse to select the zip file on your desktop.
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6.  After you select the zip file with the template, select the “Import Package button.
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7. For section three, select Course Materials.
You can select the Content box and ALL of the other boxes (content is limited in the template file).  
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8.  After selecting the course materials, click “Submit”.
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9.  You will receive an email when the upload is finished.  

IMPORTANT: Do not work in the course until you receive an email stating that the course copy was successful or you might interrupt (and corrupt) the copy process.
PLEASE be sure to go through your course and fill in information between [brackets] and repost anything that says ANONYMOUS (i.e., Discussion Boards).  

If you have any questions, please email adminbb@cfcc.edu 
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