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Course Clean Up 
How to Delete Duplicates in a Course  
 

1. Courses roll out with a course template.  This template is updated when necessary.  This 
template is not mandated but serves as a guideline for you to follow.  Delete whatever you do 
not use. 

 

 

 

 

Modules that make up 
the course template  
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2. When you roll content from another course, that content is added under the course template 
modules.

 

 

Course template, contains the 
newest most updated 
modules.  

This was copied from another 
course.  
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3. Rolling content causes lots of duplications.  You need to always delete the duplications because 
this could be confusing to your students. 

For this example, let's delete the duplicated “Technology Assistance/Tutoring” module.  The 
top one is the newest, delete the bottom one.

  

Keep this one.  

Delete this one.  
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4. Click the module and select the dropdown, then select “Delete Module”. 
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5. Select “Permanently delete and remove all nested modules, topics, and all associated files, and 
activities from the course.” 

Then select “Delete”. 
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6. Some courses have multiple copies of the same item and this needs to be cleaned up. 

If you are not going to use the “Introduction to Brightspace” module delete it and delete all the 
assessments associated with it.   

Not deleting unused content at the beginning of the semester causes duplications to be created 
like in the screenshot below of the “Quizzes” tab. 

If you are unsure which “Orientation Quiz” is the newest and you want to keep it, then 
remember this simple trick, the newest copy of template items is always at the top. 

 

 

 

 

 

 

 

 

 

 

Newest  
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7. Final results. 

 

Your course should follow this order: 

Welcome  

Syllabus 

Course Materials – this is linked to the Barnes & 
Noble bookstore if you don’t use an eBook 
please edit this link. 

Introduction to Brightspace – if do not use the 
module please delete it and the 3 assignments 
associated with it. 

Course Content 

Technology Assistance/Tutoring 

Course Evaluation 

 

You can add modules and take away modules, 
however, make sure your course has a simple 
flow for students to follow. 

Delete all duplicates, outdated content, and 
anything that you don’t intend to use in the 
future. 
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