ARCHIVING AN ASSESSMENT AND CREATING A NEW ONE

Old Assessment:
Manage

Archive

New Assessment:
Create New (“New” Tab)
Assessment
Name:
Start Date
Due Date (first year out)
Role
Save

Add Roles to new assessment.

Copy Attachments (same manual version)
Advanced Search
Assessments (archived)
Root- attachments Tab

BY PAGE — click all — select action — copy attachments — choose new assessment and role — copy.

(Repeat each page)



