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Closing Out the 
School Year



• Data Copying Lesson Plans and 
Assignments

• Locking Grading Units and Terms - how 
does that work?

• It really is time to do some archiving

Overview

So Much Time,
So Little to See…



References

• Data Copier Basics for Admins
• Data Copier Basics for Teachers
• Data Copier – Copying…
• FAQ – Why should I lock an Academic Term?
• Setting up for a New School Year



Data Copier Basics
 for Admins



Caution:  Wait for loading to complete



Select an Item to Copy



The From/To Step



Make Selections



Preview, Edit and Save



Select the Next Item



Grading Unit Groups and Grading Units



Data Copier Basics
 for Teachers



Data Copier Basics for Teachers

• Lesson Plans – copy one or a few weeks at a time, adjust dates
• Homework
• Grades
• Handouts
• Task and Agenda Items – date change is likely



Locks

















Archiving
and

Housekeeping

After the school year is 
over…



Archiving

• Families
• Unenroll Students

•Teachers
•Admins
•Guests
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Archiving

• Families
• Unenroll Students

•Teachers
•Admins
•Courses



Other Housecleaning Items

• Financials
• Check Payments
•What happens to balances?
• Payment Methods
• Auto Pay

•Reports
• Final Progress Report will remain available
• Transcripts



Other Housecleaning Items

•Discussions



Other Housecleaning Items
•Applications
•Archive any left from this year 
• don’t archive the Approved ones



Other Housecleaning Items

• Course Registration
•Work with families to get them completed
• Take Control of any “In Progress” registrations and 

submit them
• “Awaiting Enrollment” – revise, approve, delete 

sections (if needed)



Q & A


