
 
 
 
 

 
Flexible Learning - Blackboard  

Copying a Course 
This help document covers how to copy course content from one semester to the next.  This process allows instructors to maintain the 

course activities, tests, and other course materials from semester to semester. 

Follow the instructions below to copy a course: 

 Access the course you would like to copy from (Source Course) 

 In the Control Panel, select Packages and Utilities, then Course Copy 

 To complete the course copy select the items noted below: 

  Notice you only have one option for Select Copy Type 

 Click on  in the Destination Course ID area 

 You will see a list of your courses you have instructor access to, Select the course you want to copy into (Destination 

course) 

 

 

 

 

 

 

 

 

 

 

 

See the remainder of the course copy option selections on the next page. 

 

 

 

 

 

 

 

 

 

 



Copying a Course-Copy Options 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To complete the course copy, click Submit. 

The Course Copy process usually takes a few minutes.  You will receive an email notification when your course copy is 

complete. 

Student Resources and Instructor 

Resources are updated each semester.  

You do not want to copy over the old 

information. 

Click on Select All, 

then uncheck the 

items not needed. 

Only select announcements if 

you want to copy over your old 

announcements. 

Selecting “Include only the 

forums…..” will remove all 

posts made in forums. 

If you have a banner image in 

your course make sure to copy 

that over. 

Do not select this.  

PeopleSoft handles course 

enrollment. 

Selecting “Include starter posts 

for…” will copy over all student 

posts except for replies 

Select “Copy links and copies 

of the content” to ensure all 

files  


