MxCC Distance Learning Documentation

Blackboard - How to Copy a Course

In Blackboard, you may copy all or selected content of a course to another course. To copy content, you will
first enter the original course, the course which you would like to copy.

1. On Institution Page, click on Courses link on the left panel.

CT STATE

COMMUNITY COLLEGE

@ Institution Page

fO\ Yi Guan-Raczkowski

@ Activity Stream

E Courses

Calendar

2. To locate a course that you taught in a previous semester, click on the drop down arrow under
Terms and select the semester when the course is taught. Select the course to enter the course

Blackboard shell.
Terms
(AII Terms

Current Courses

Fall 2024

Summer 2024

Spring 2024

Fall 2023

3. In “Control Panel”> “Packages and Utilities”, click on “Course Copy”.
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Control Panel
Content Collection
Course Tools
Evaluation

Grade Center
Users and Groups
Customization

Packages and U

Check Course Links
Course Copy

Import Course Cartridge

Import Package / View Logs
Manage LTI Links

4, Select “Copy Course Materials into an Existing Course”.

1. Select Copy Type

select Copy Type Copy Course Materials inte an Existing Course El
Copy Courge jgls intn g hle ourse

5. In “2. Select Copy Options”, next to Destination Course ID, click on “Browse”.

SELECT COPY OPTIONS

Destination Course ID || Browse... I

6. Choose the new course to which you would like to copy. Click on “Submit”.

Guan-Raczkowski,
PSY-1011-059-Fall 2024- Apr 20, 00701015 Yi
General Psychology | 2024 ia_mxcc_guanr MxCC DL Support,
YG

10292.202510
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7. Select the components to copy.

Check the components you would like to copy.

a. Check “Content Area”. This allows you to copy all the links in the Course Menu. To avoid
copying duplicated links, do not select the links used in the MxCC Template: “Getting
Started”, “MxCC Help”, “Academic Support”, “Blackboard Resources”, and “Faculty
Resources”. If you do not want to copy the old announcements, do not select

“announcements”.

Content Areas
Syllabus &amp; Overview
Course Content

Discussion Questions

) Virtual Meeting

(] Help_Tech_Support

) Policies_Services

O

Library_Research_Help

) Student Resources

Notes for Instructor

b. If you would like to copy discussion forums, you will check “Discussion Board” and “Include

only the forums, with no starter posts”.

#| Discussion Board

Include starter posts for each thread in each forum
(anonymized)

Iude only the forums, with no starter posts

c. Check “Grade Center Columns and Settings” if you will copy the assignment drop boxes,

discussion forums, and tests.
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10.

11.

Glossary
Grade Center Columns and Settings

Group Settings
d. Check “Tests, Surveys, Pools” if you will copy the tests.

Tests, Surveys, and Pools

Wikis

Under “3. File Attachments”, use the Default option: “Copy links and copies of the content”.
This option allows you only copy the files that are linked to any pages or tools you used in your

course.

FILE ATTACHMENTS
Select an option for copying your file attachments. If content will be reused in a different course, copying links and copies of the content is the recommended
option. Click More Help for additional information.

Course Files

¢© Copy links to Course Files

@ Copy links and copies of the content

(O Copy links and copies of the content (include entire course home folder)

Click Submit to proceed. Cancel

Review all the items you have checked, make sure you include all the components you would

like to copy, click on “Submit”.

Log out Blackboard. Depending on the size of your original course and the time when you
attempt to copy a course, wait for a few minutes or even a few hours during a busy time. Check
the new course to see if the content is copied over. After clicking on “Submit”, please do not
copy again if you do not see the content copied over to the new course. It may take a few hours

to copy the content over during a busy time.

To verify the content copied over to the new course, log on to Blackboard via MyCTState. On

Courses page, click on the new course title. Review the content copied over. The copied links in
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the Course menu are listed at the bottom. You will need to reorder the links in the Course

Menu by dragging the handles next to a link.
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