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How to copy a colleague’s lesson 
 

Start every new procedure on your Home page. Click on the Home button in your 
CSCOPE Menu Bar.   
 
Now click on the search button on the right side of your screen. 
 

 
Just below the black menu, you will see 
another set of buttons. Click on “Search 
Lesson Plans.” 

 
 

 
When you get the search window, you can enter 
your colleague’s name from the drop-down list. 
(This list contains all district teachers.) 
 
 
 
 
 
Once you see the correct teacher’s name, click on 
the search button. 
 
 
 
 
 

 
You will be taken to a list of your colleague’s lessons. Select the lesson you want and open it by 
clicking once on any part of the text. 

 
 
 
 
 
 
 
 
 



Once you have the lesson open, you can copy the lesson to your own home page.  
 
 
Click on “Copy to my lessons.” 
 
 

Click on Begin Copy and wait until you see a message that says the copy is 
complete.  

 
 
Close the pop-up window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click on the Home button.  (You are still in your colleague’s list of lessons. You do 
NOT want to start making changes on their lessons!) 
 
Look in your list of lessons under My Lessons for the lesson you just copied and open it.  

You should see only your own name as Author under the Lesson Profile tab.  
 
 
 
 

 
Check. 
 

 
 
 
 
 
 

Now you can make modifications without changing your colleague’s copy.  



Regarding multiple or co-authoring:  
Be sure that any lessons you use only have you as the author. If you and a colleague co-authored a 
unit/lesson, go to the profile and remove yourself, then copy the lesson to your own list as shown 
above. 
 
 
 


