
  Copy Course Content 
 

Rev 01.17 Page 1 of 4 Center for the Advancement of Teaching 
  and Faculty Development 
  Xavier University of Louisiana 

The Course Copy utility allows instructors to copy content from one course into another course 
in the Blackboard Learning System. This is useful at the beginning of a semester as it allows 
faculty to copy course content from a previous semester to a newly created empty course. The 
Course Copy utility is also useful if you teach multiple sections of a course. You can create 
content in one section and then copy the content into the other sections. 
 
 

1. Get into the course that has the content you want to copy. Go to Control Panel and click on 
Packages and Utilities to expand it, and then click on Course Copy. 

 

    
 
 

2. In the Copy Course window, select Copy Course Materials into an Existing Course in 
Select Copy Type field.  
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3. In the Select Copy Options section, click Browse to locate the course you would like to 
copy the course content into.  
 

  
 
 
 

4. After clicking Browse, another window will pop up with a list of your courses.  Click on the 
radio button for the destination course (course you would like to copy contents into) and 
click Submit when done.  
 

  
 
 
Note: Once you click on Submit, you will be returned to the copy course window 

and the course ID will be entered into the Destination Course ID field. 
 
Double-check to make sure the correct destination course is 
selected. There is NO way to reverse the copy process once you 
submit the course copy request with the wrong course. 
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5. Select the areas of the course you want to be copied into the destination course.  
 

 
 
Note: Care should be taken when selecting content areas with items that have 

columns which were automatically created in the Grade Center. If you 
have content areas with items that have columns which were 
automatically created in the Grade Center, you should include Grade 
Center Columns and Settings in the copy as well. Failure to include 
linked items in the course copy will result in broken links in the 
destination course. 
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6. In the File Attachments section, choose the “Copy links and copies of the content” 

option. 
 

  
 
 

File attachments options explained: 
 
Copy links to Course Files: No copies of linked files are included in 

the copy. The copied course has the same set of links and those 
links point back to the original location of the link defined in the 
origin course. 

Copy links and copies of the content: Makes copies of linked files but 
ONLY those files that are linked to course content. Files within 
the course's home folder that are not linked to any content are 
NOT included in the copy. 

Copy links and copies of the content (include entire course home 
folder): Makes copies of ALL files in the course's home folder, 
even if the files are not linked to course content. 

 
 

7. Click Submit to process the course copy request.  
 
  

 
 

 
 

 
 
 
 
The following link to Blackboard’s help file provides additional information on the behavior of 
the copied materials.  
 
https://en-us.help.blackboard.com/Learn/Instructor/Course_Content/Reuse_Content/Copy_Courses 
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