
TIP SHEET – Copying a course outline to a new academic year 
	  

Please visit the CAFE or CAFE website http://cafe.durhamcollege.ca for additional resources 

Updating and Maintaining Your Course Outline 

Annual updates to a course outline are made by copying a previously approved course outline 
into the next academic year. Once the course is copied, the professor can edit and submit the 
updated course outline for review and approval. Once finalized, the updated course outline is 
ready to publish for students in the next academic year. 

Professors are responsible for updating their course outline(s) each year in preparation for the 
next academic year.  

Important Note about Copying 

Copying a course from a previous year into the next year can only be done ONCE, prior to any 
editing of next year’s course outline template. If this step is missed, the course editor will not 
be able to undo this and will need to contact IT for assistance. Only previously Approved 
courses can be copied into a new course outline template. 	  

How do I update my course for next year? 
 
Step 1: Sign onto WebCOT and select the Academic 
Year you are copying to. 

 
Select the next academic year. 
 
 
 
 
Step 2: Select the NEW course and select Course Outline Template 

 
Select the course by clicking on the course 
code. 
 
You must be assigned to do this by your 
School Office.  
 

Step 3: Select the course to copy or create a new Course Outline from Scratch  
 

You have three options: 
1. Select your course to copy from a previous 
academic year. 
 
2. Copy a course using a different course code. The 
Academic year is abbreviated. For example, the 
2015-2016 Academic Year is shortened to 2016.  
 
3. If this course has never been entered into WebCOT in a previous academic year, then 
you cannot copy from a previous academic year and must Create Course Outline from 
Scratch. 


