
Duplicating	a	Midterm	

1.	Login	to	Calipso	using	your	ASHA	number	and	password	

2.	Go	up	to	“Choose	Cohort	Year”.		Select	the	year	of	your	student,	then	click	“CHANGE”.		

	

3.	Go	to	“My	Student	Evaluations”		

	

4.		Find	your	student.	Click	“Evaluations”.	Then	you	will	get	a	drop	down	of	all	evaluations	
you	have	completed	for	that	student.	

	



	

	
5.	Find	the	midterm	you	wish	to	copy.	Then	select	“Make	a	duplicate	of	this	evaluation.”	
	

	
	
After	you	make	the	duplicate,	your	list	should	now	contain	one	extra	item.	They	both	will	
be	titled	“	[Semester]	midterm”.		
	

	
	
	
6.	Find	the	copy-	this	will	be	noted	by	“In	progress”	in	the	date	submitted/scoring	section.	
Then	click	“Current	Evaluation”	to	open	this	new	copy.		
	

	
	
7.	The	new	copy	of	the	evaluation	will	open	up.	The	values,	comments,	and	title	should	all	
be	the	same	as	the	midterm.	You	must	now	change	the	evaluation	type.	Click	on	the	drop	
down	box	“Evaluation	Type”.	And	select	Final.		
	

	



8.	The	values	will	all	be	the	same	as	in	the	midterm.	Go	through	and	change	the	necessary	
values	for	the	new	evaluation.		

OLD	Values	

	
	

NEW	Values	

	
	

9.	Once	you	are	satisfied	with	the	scores,	save	the	evaluation.	When	you	are	ready	to	
officially	submit	(i.e.	No	scores	can	be	changed!),	check	the	“Final	Submission”	button,	just	
like	on	the	midterm.		
	

	
	

	
	
	



**ALTERNATE	OPTION**	
	

1.	Begin	within	the	midterm	you	wish	to	copy.	Select	“Make	a	Duplicate”	at	the	top.	
	

	
	
2.	Clicking	this	will	pull	you	out	to	the	“Student	Information”	section.	You	will	see	an	extra	
evaluation.	It	will	say	“In	Progress”.	Click	on	“Current	Evaluation”	and	then	follow	steps					
#	7-9	above	to	change	it	from	the	midterm	to	a	final.	

	


