Guide: Copy/share using Commons

Commons can be used to create a template that can be shared with many courses at once. It is also possible to
update the templates in the Commons, so that the changes are reflected in the courses in which the template
is deployed.
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$ MoveTo..
e Tap the Settings icon to the right of the item and choose ”Share to Commons” i Delete

G* Share to Commons

e Choose "Who can use this resource?”
If left empty you share only with yourself.

All of University of Copenhagen

Public (any Canvas Commons user)
e Choose License type (there’s a help link) i —
e To change the name, you can do so under "Title".

Metadata

e You must give a Description.
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Description

e At ”Tags” you can add keywords.
e You are required to insert an image. You can e.g. find an image in Flickr

e Choose "Graduate” at Grade/Level
e Tap "Share”

If you make changes to the original, you can share it in the Commons again as an =
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update (the choice in the top). You will also be asked if you want to update all
courses.

COPY OF COMMONS TO ONE OR MORE COURSES

e Tap Home in the course menu m

e Tap Import from Commons

G Import from Commans

e Search for a template by title or keywords and maybe filter the type of
element and level you want

Q Sea by tag, name, institution or outcome TYPE v GRADE/LEVEL - LATEST -

e Tap the one you want to use and select which courses to import to IR D S
e Tap ”"Import into course”
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5440-B1-2E16:Naturressourcer

YOU CAN ONLY IMPORT ONCE AS A NEW IMPORT WILL og kolodt

|E\ 5480-B1-1E16;Tropical Forests,

OVERRIDE ANY CHANGES YOU MIGHT HAVE MADE, EG. AN UPDATE Pespiz andpolles

Previous Principal subjects

Template - Tropical Forests,
People and Policies

& Import info course



