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Copy Course  
 

The Course Copy function allows users to copy an entire course (including assignments, tests, 
discussion boards and other content). Instructors can specify which course content will be 
copied.  

 

1. Open the Destination Course (the course current semester 
course that will receive the copied materials) 

2. On the course menu, locate Modules 
3. Click the Edit button next to Modules, and choose 

Delete 
4. On the Are you Sure? menu, click delete again 
5. Repeat this process to remove the Start Here! and 

Course Outline & Syllabus buttons 
6. Close the course 

 

7. Open the Source Course (the course from which course 
materials will be copied to the destination course). 

8. On the Control Panel, click Packages and Utilities  
9. Click Course Copy 

 

10. Click Browse to locate the Destination Course ID   
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11. The Courses window opens. Locate the destination 
course (The destination course ID will end in SP_17) 

12. Click the radio button to select the course  
13. Click Submit  

 

 

Click the checkboxes  to select the following items 
• Start Here! 
• Syllabus and Outline 
• Modules 
• Settings 
• Grade Center 
• Tests, Surveys and Pools 

(NOTE: your checkbox selections may vary, depending 
on what you need to copy and which buttons you 
deleted in steps #3, 4 & 5.) 
14. Click Submit  
15. You will receive a confirmation email when the copy is 

complete. The process will take around 5 minutes 

12 

8 


	Copy Course
	 /
	 /

