
Press Open Record 
to view record 
(with DLPs) created

COPY RECORD – MIW and DLPs



COPY RECORD – single record

Read instructions

Copy single record



COPY RECORD – Single Record

Read instructionsYou may change the record 
name

Set instructional date accordingly

Set academic session accordingly



COPY RECORD – Multiple Records

Select/Tick 
Record 
Numbers 
desired

Press Bulk Copy

Or tick Select 
All – to copy all 
records 
displayed



COPY RECORD – Multiple Records

Select the information 
correctly
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