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Copy, Archive & Import

CLEAN UP, REORGANIZE & CUSTOMIZE

Once your course content has been imported into your new myLesley course, you will 
notice that your navigation menu titles have moved around, are out of order, or are 
duplicated.  Click into each menu area to familiarize yourself with how the content 
imported.  Make note of the similarities, differences, and changes to your course. 

Below is an example of what the navigation menu of your imported course might look 
like: 

To reorganize your course menu, go to the Control Panel and select Manage Course Menu 
under “Course Options.”

These are the default navigation titles 
that come with each new course 

These will be your imported 
navigation titles

Click on Remove to remove menu items.

WARNING: If you have any content in 
these items, it will be lost when the item is 
removed. 

Select Modify to rename menu items. 

Use the numbered pulldown menus to 
reorder the menu items. For example, if 
you would like Faculty to be the fourth item 
rather than the fifth, click on the pulldown 
menu and select 4. The menu will be 
rearranged to make Faculty item #4. 

Click OK when you are done. 


