How to Copy your Course in Blackboard

1. Open the course you want to copy FROM

2. Scroll down to the control panel and select Packages and Utilities

3. Select "Course Copy"

4. Select the Browse button

5. Select the course you want to copy content INTO and press Submit

6. Click the Select All button

7. UNCHECK Announcements (unless you want to carry over your old announcements)
8. UNCHECK Help - How To under Content Areas
9. UNCHECK Instructor Resources under Content Areas (N/A if copying from a Fall 2013 course or older)

10. UNCHECK Web Resources under Content Areas (if listed and you no longer use it)
11. CHECK the 2nd option under Discussion board to prevent copying over student posts
12. UNCHECK all indented sub items under Settings  (unless you have a banner you want to copy over then select banner)

13. Press Submit

14. You will receive an email when the course is copied

15. Open the new course and make sure everything has copied over!

16. REMOVE Student Tools from your course menu if it is still there as we have eliminated this from our Template.
WARNING:

Make sure to select the right course to copy content into. Otherwise you will copy content into the incorrect course. 
