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Master Template Feature 
 
In the Instructor Module, administrators can create a Master Template, add assignments, and update any number of 
linked courses based on the Master Template.  Administrators have the ability to define course content, settings, and 
assignments at any time while using a Master Template.  Once linked courses are created based on the Master 
Template and assigned to instructors, the Master Template settings will apply to all linked courses.  Instructors 
teaching the linked courses can edit anything in their individual course settings and assignments, including adding their 
own assignments.  
 
Create a New Master Template 
 
The Master Template is available for all Higher-Ed courses.  This feature will only be visible to ALEKS Administrators.  
Administrators can find the feature in the Advanced Instructor Module under the “Master Templates” folder.  
 
Advanced Instructor Module 

 
 
After clicking on the “Create Master Template” link in the Home tab, administrators will arrive at an introductory page.  
Administrators can either click on the “Continue” button to create a new Master Template, or click on the provided link 
to create a Master Template based on an existing course.   
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Create a Master Template from the beginning 
 
After clicking on the “Continue” button, administrators will see “Part 1. Define Template Basics – Introduction.”  
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Part 1 
 
In Part 1 of the Master Template set-up wizard, administrators can set up their Master Template with basic information.  

 
 
Administrators can set up the Master Template with or without a textbook.  
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If administrators choose to set up the Master Template without a textbook, they can select the topics they want to 
include or exclude.   

 
 
Administrators can select if they want to use ALEKS QuickTables.  

 
 
Adminstrators will then see a Review and Save page. They can edit information here, or click on the “Save” button to 
continue with the Master Template set-up process.  
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When administers have completed Part 1 of the Master Template creation process, they will see a confirmation page.  
Advanced Options can be expanded to show additional options for Content, Course, Gradebook, Worksheets, or 
Homework settings.  Customizing the settings for these options in the Master Template will apply to all linked courses.  
Instructors can then edit these settings for their individual course.  

 
 

Create a Master Template based on an Existing Course 
 
This is what administrators will see if they click on the “create a Master Template based on an existing course” link 
from the introductory page.  Administrators will use the drop-down to select the existing course they want to create into 
a Master Template.  
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After clicking on the “Create Master Template” button, a confirmation message will apper to inform administrators that 
their Master Template has been created.  All course settings and assignments from the existing course are copied into 
the Master Template.  

 
 
Administrators can view the Master Template Summary page after clicking on “Go to Master Template Summary.”  
This page may be used as a guideline to show which parts have been completed or require completion.  Administrators 
can view or edit each part by selecting the appropriate link next to each part.  Assignments that were copied from the 
existing course will be displayed in “Part 2. Assignments” of the Master Template Summary page.  
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Part 2 
 
After clicking on the “Part 2: Create Assignments” button, administrators will arrive at an introductory page.  In Part 2,  
administrators will create assignments to add to the Master Template.  Administrators will have two options for creating 
a new assignment:  
  

• Create a new assignment – This option will take administrators through the ALEKS assignment creation 
process.  

• Duplicate an existing assignment – This option will allow administrators to view the course folder for all 
instructors with existing assignments and duplicate an assignment. 
 

Administrators can also specifiy the assignment type they want to create or duplicate.  

 
 

This is what administrators will see if they select the “Create a new assignment” option: 
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This is what administrators will see if they select the “Duplicate an existing assignment” option.  For example, if an 
administrator elected to duplicate a Homework assignment, he/she would see an interface that displays only the 
available Homework assignments.  

 
 
After creating an assignment, administrators will see a confirmation page with the assignments created in the Master 
Template.  Administrators can next create another assignment, edit an assignment, or create linked courses.   

 
 

Part 3 
 
After clicking on the “Part 3: Create Linked Courses” button, administrators will arrive at an introductory page. 
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In Part 3, administrators will create linked courses and assign them to instructors.  A linked course contains the same 
content and settings as the Master Template.  Once a linked course is created, all existing course settings and 
assignments from the Master Template will be applied to the linked course.  
 
First, administrators will enter the name of the Course CRN / Section.  Administrators will then assign an instructor to 
the individual linked course.  
 
Next, the administrator will have three options for setting the “Instructor” field for each linked course:  
 

• Existing ALEKS Instructor – The drop-down menu contains a list of instructor names with existing 
ALEKS Instructor Accounts.  
 

• Instructor to be annouced (TBA) – If the name of the instructor is unknown, administrators can 
select "Instructor to be announced (TBA)."  Once the instructor's name is known, administrators can 
update the "Instructor" field at another time.  Administrators will be able to find the linked course from 
the main navigation window in the folder called “Courses to be assigned (no instructor)." 

 
• Create a new Instructor - If the instructor does not have an existing ALEKS account, administrators 

can select "Create a new Instructor.”  Administrators will enter the new instructor’s title, first and last 
names, and e-mail address.  ALEKS will generate an e-mail message with the instructor’s login name 
and password to be sent to the instructor’s provided e-mail address.    
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After creating a linked course, administrators will see a confirmation page with their linked courses.  They can create 
another linked course, edit linked courses, or complete the Master Template set-up process by clicking on “I am done 
creating linked courses.”  

 
 
After a linked course has been created, administrators and the instructor assigned to the course will receive a message 
in their ALEKS Message Center Inbox including important information about the linked course.  
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Administrators will be able to save and edit information during the Master Template creation process.  At the end of 
each part, administrators can view the Master Template Summary.  This page may be used as a guideline to show 
which parts have been completed or require completion.  Administrators can view or edit each part by selecting the 
appropriate link next to each part. 

 

To update a linked course that was set to “Instructor to be announced (TBA),” administrators will click on the folder 
called "Courses to be assigned (no instructor)" from the main navigation window.  They will click on the "+" sign to 
expand the folder, and then click on the name of the linked course that needs an instructor.     

 

Under the Home tab, administrators will click on "Move Course,” and then select the instructor who will be teaching the 
linked course. 
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To edit an instructor’s account, administrators will locate the folder with the instructor’s name from the main navigation 
window.  

 
 

Under the Home tab, administrators will click on "Edit Instructor.” 

 
 
After a Master Template has been created, administrators can view it in the Master Templates folder.  The Master 
Template folder is structured by ALEKS Course / Master Template Name. 
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Administrators can edit a Master Template after selecting the Master Template name they want to edit.  

 
 
Administrators can delete a Master Template after selecting the Master Template name they want to delete.  
 
Note: Deleting a Master Template will not delete any courses linked to the Master Template; none of the settings in any 
of the linked courses will be affected by the deletion.  All linked behaviors will no longer be applicable once the Master 
Template is deleted.  A message will be sent to the instructors of the linked courses when a Master Template has been 
deleted. 
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Administrators can duplicate a Master Template. After selecting the Master Template folder name, the option to 
duplicate the Master Template can be found in the Home tab. The settings that will be duplicated are:  

• Content Editor 
• Textbook Integration 
• Grading 
• Other miscellaneous course options 

Note: Once the Master Template is duplicated, administrators will need to create linked courses and assign instructors.  
It is recommended administrators change the start and end dates in the duplicated Master Template, including the 
dates on assignments. 

 

Updates to the Master Template are applied automatically to all linked courses under the Master Template.  
Any update to the Master Template will override customizations made by the instructors of the linked courses.  
Instructors will receive a message in their ALEKS Message Center Inbox when an administrator has made a change to 
the Master Template. 

Instructors will be able to view and edit their individual linked courses after selecting their folder name.  The linked 
course folder is structured by ALEKS Course / Master Template Name / CRN Section Name. 
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Q&A 
 

1. Can you un-link a course from the Master Template? 
No, a course cannot un-link from the Master Template at this time.  Deleting the Master Template would ensure that 
courses are no longer linked to the Master Template, but this is probably something an administrator  would not want  
to do if the intent is for the linked course to no longer receive updates from the Master Template.  
 
2. If I add new assignments in a linked course and an administrator makes changes to assignments in the 
Master Template, will that affect my own assignments? 
A change to an assignment in the Master Template will not affect any new assignments that an instructor creates in 
his/her linked courses.  A new assignment created in an instructor’s linked course does not have a link to the Master 
Template.  However, a change to an assignment in the Master Template will only affect that particular assignment in 
the linked courses.  For example, an edit to one assignment in the Master Template will update the one assignment in 
all linked courses. 
 
3. If we change the Master Template, will it override everything in the linked courses to make it exactly like the 
Template, or just the specific change that was made? 
A change made to the Master Template will override what was specifically changed in the linked course.  If something 
was changed in course settings on the Master Template, then that specific change would be made to all linked 
courses.  All changes are modular.  Changing one part in a module will save all settings of that particular module.  For 
example, if something is changed in the template basic settings, all settings from that part of the wizard are saved and 
will override the linked courses.  If a due date is changed in a homework assignment, clicking on the “Save” button will 
resave all settings for that assignment. 
 
4. If the Master Template is deleted, are the courses created from the Master Template deleted as well? 
No, linked courses do not get deleted.  Everything in the linked courses stays the same even if the Master Template is 
deleted.  
 
5. What are some of the advantages of the Master Template features in HigherEd?  
This feature would best be used by a community college or state university with many sections of the same course.  It 
is an efficient way to share assignments across many linked courses.  
 
6. Who would most likely use the Master Template?  
A community college or state university.  
 
7. Will the Master Template be available for K-12 and HigherEd?  
It will be available for HigherEd Math, Business, and Science. The Master Template is created by an administrator.  
Instructors can manage their individual linked courses in the Basic Instructor Module.  
 
8. Does a change in the Master Template affect the Gradebook? 
The template does not contain a Master Gradebook for all linked courses.  The administrator has access to the 
Gradebook and can define category weights and a grading scale.  These settings and any updates made to them are 
shared with all linked courses.  However, instructors have the ability to adjust Gradebook settings in their linked 
courses.  
 
9. When a Master Template is duplicated, does it also duplicate any underlying Courses/Sessions?  If so, does 
it also include the original Instructor designations for each course? 
The Master Template will only duplicate Parts 1 and 2 of the Master Template creation process.  The duplication will 
duplicate course settings and assignments.  Linked Courses must be created in Part 3.  
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10. Can Share Course Access be used with the Master Template?  
Share Course Access can be granted by an instructor of a linked course in the Master Template. This is done at the 
“linked course‟ level, not at the Master Template level. 


