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RESULTS: Serves all students in the course.

TIME: Full course copy:. approx. 4 min.
Selected item copy: approx. 2 min.

Beginning Spring Semester 2009, current faculty who wish to
copy course content from previous courses will perform the
copy themselves.

The copy process is straight forward, and you can easily
copy a few items, or an entire course into existing, or new
Blackboard courses, provided 2 criteria are met. The 2
criteria are:

* You must be an instructor in both courses
* The new(er) course must already exist in Blackboard

Choose a task below that best describes the copy
process you wish to perform:

| want to copy EVERYTHING

from a previous course into

MY CUITENE COUISE ...eviiieieeieceie e e ena e 3

| want to copy a FEW ITEMS
from a previous course into
MY CUITENE COMURSO s o s il s 74



Copy EVERYTHING from a previous course
into my current course

The following instructions will refer to these terms:

Old course: the course you copy FROM
New course: the course you copy TO

1 Enter the OLD course.

2 Click “Control Panel”.

3 Click “Course Copy” (in “Course Options”).

Manage Course Menu Import Course Cartridge
Course Design Import Package

Manage Tools Export Course

Settings Archive Course

Course Copy i

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

p Copy Course Materials into a New Course

P Copy Course Materials into an Existing Course <=
p Copy Course with Users (Exact Copy)

Continued . . .



5 Click the “Browse” button to the right of “Destination
Course ID".

Appropriate pnvileges are needed 10 copy malerials to a destination

@ Course Selection %

. 11
Destination Course ID Browse...! |

6 The search dialog provides several options for
searching for a Course: Course ID, Instructor name,
Course Name/Description. In this example | am

searching by Course ID, (EDU360).

A. Select your search method (Click one of the Radio
buttons across the top).

B. Enter a search term (e.g. Course number).

C. Click the “Search” button.

Searchby: * CourseID ¢ Instructor ¢ Name/Description
[EDU360 _Search |
Created inLast: * AllCourses © Month © Day

Continued . . .



If the course you are looking for appears in the
search results, Click the “Select” button to its right. In
this example, EDU360_IMO08_1 is the course | was
searching for. So | click the “Select” button to its
right.

Searchty. © Course © © wwwwctr © NMameOescrygmon
jfouseo teair
Crestedniast * ARCourses 7 Mossn 7 Day

ettater
Courss © les we mave g

|

EDUNO_FADE Y1 Bty 30071 (Gaytnth wagreing Tactwaigy o Tong 08 Jdn Juoe O
-v.a-
EDUNED FADT 2 B0 3002 vaagratey Techociogy v Teng 8V Agr 10 200

EDUNEO_FADT Et EDU M0 irt. Tech ¢ Toscterg Onien

vjzws;g,',
i |

EDUNO MO8 1 08 EDUMD wiegrerg Tectsagy i Toucteyg Sep 13 2087 sty

Select the course content you want copied. Click to
place a Check Mark by each item you want included
in the copy.

@) Select Course Materials

™ Content
¥ Start Here
[v <HR>Course Materials
¥ Assignments

[ Adaptive Release rules for content
User criteria will not be captured If Enroliments are

v Announcements

| Calendar

[T A alloharetinn Cassinne

Continued . . .



9 Click the “Submit” button.

You are done!

If these instructions do not answer your questions about the
Blackboard course copy process, please contact the SAU
Help Desk (x1234), or OAT staff at x1647 for additional
information.



Copy a FEW ITEMS from a previous course
into my current course

The following instructions will refer to these terms:

Old course: the course you copy FROM

New course: the course you copy TO

1 Inside the OLD course, Click “Control Panel”.

2 Click the Content Area containing the item(s) you
wish to copy (e.g. Course Materials, Course

Documents, etc.).

(ContentAreas
Start Here Project Area
Online Resources

Emerging Technologies

Course Materials
Assignments

3 Each Iltem in a Content Areas will have 4 buttons to
their right.

Click the “Copy” (button beside the item you wish to

copy). %

Modfy | Manage| Copy| Remove |

Continued . . .



On the following screen, you must provide 2 pieces of
information:

* Name of the NEW course
* Location within the NEW course

Name: Click the drop-down menu and select the NEW
course.

© Destination

Destination Course |Loving Learning - SAUonkine Faculty Community

Destination Folder Browse.. ‘

Location: Click the Browse button to display a map
of the destination course.

© Destination
Destination Course | Loving Learning - SAUonline Faculty Community -

Destination Folder * Browse... |

Continued . . .



NOTE: A plus sign ( + ) beside a folder indicates it
contains sub-folders.

Click the + sign (if needed) to expand a folder and
select a sub-folder as a destination.

Double-Click on the folder you wish the item copied
TO.

® O O http://blackboard.arbor.edu - Cours.. O

(L) SelectLocation:
EDDE_820_ID_ASSIGNMENT

) Expand Al Collapse All ) Refresh

{EDDE_820_ID_ASSIGNMENT
§ Facully Info
Q) Syllabus
& Textbooks
[+ ¥ Course Materials
4§ Tutorials
(= ¥ External Links
" @ 49 Audio recording using Audacity
1 4§ Podcasting, RSS & Aggregators
1 4§ Devotionals
4§ Student Guides for new Blackboard 1ols
¥ How 10 avoid plagiarism
9 Clearinghouse Sites on Distance Leaming
) 4 Education News Feeds
¥ Intellectual Property and Copyright
& New media and collaborative 100is

Lasl efreshed on: Sep 11, 2007 4:50:16 PM EDT Sep 11, 2007
4 5516 PMEDT
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7 Leave “Remove item after copy™ set to “No”, unless you
actually want to delete the original after the copy.

Remove item aftercopy ¢ Yes * No

8 Click “Submit”.

You are done!

Repeat Steps 1 — 8 for each item you wish to copy.

If these instructions do not answer your questions about the
Blackboard course copy process, please contact the SAU
Help Desk (x1234), or OAT staff at x1647 for additional

information.
!
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Upcoming OAT Blackboard Recipes
See your OAT Megastore for details

Title Price
Copy your course 2¢
Add an announcement 2¢
Add documents to a course $199.95

Add assignments to gradebook ¥75.50

Manage the course menu Tickets to a Pistons
home game

Using Threaded Discussion  Currently being

evaluated by
Lloyds of London
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