Copying Course Content
Copying content from your current course (or MASTER course) into a new course site:

1. To copy content from one course into another course, you have to actually login and go into the course which contains the content you wish to copy.   

[If this is a MASTER course, you will be enrolled in the MASTER site and the course will be listed in My Courses or your Course List. Click on this link to take you into the Math Department Master Copy course site.]
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Example:  You taught a FA09 COM 231 course, login to that course.  You will later be asked to select your SPRING 10 - COM 231 course site into which the content will be copied. 
2. Once you are ‘in’ the course site from where you wish to copy the content into a new site > 
Click on Control Panel icon > 
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3. Go to Course Options > Click on Course Copy
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You will see: 
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4. Click on that link.  You will see:
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[image: image6.png][E3 Copy Course Materials into an Existing Course -

Appropriate privleges are needed to copy materials to a destination

@ Course Selection DY
-

” Destination Course |D/"Bn£I
@ SelectCourse Materials -

g g





5. Click on Browse….
You will see a box to enter either Course ID, Instructor, or Name/Description (of course) , then click Search. (See below)
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You will see a list of your courses in which you are listed as the Instructor. 
6. Select your new course site:
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OR you can enter your *Destination Course ID
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Select Course Materials 
Select ALL items that apply to your own course.  [image: image10.png]@ Select Course Materials
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Enrollments
DO NOT SELECT ENROLLMENTS
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9. You will receive an email once the copy has been completed.  
Do NOT work in your course until you receive this email confirmation or you might interrupt (and corrupt) the copying process.

10.  IF you have cartridge materials in your course the only difference is that you will see one more step added (4) Course Cartridge Materials – check the Course Cartridge Materials box. [image: image14.png]@ Course Cartridge Materials
¥ Course Cartridge Materials

‘Copy Course Cartridge materials. This option does not copy student Cartridge access codes, so students will need to enter access codes to view the
Cartridge materials. Student Cartridge access codes are only copied with Exact Copy.

© Submit
Click Submit to finish. Click Cancel to quit.

Cancel Submit




Then Submit.

11. Be sure to double check your new course site:

a.  Make sure Grade Center items copied to the new course correctly

b. For Tests and Test Pools

c. Change dates, check links

d.  Delete old Discussion Board posts
e. Remove old Announcement posts

f. Add a welcome announcement
If you have questions – email adminbb@cfcc.edu    
 Thanks – the DL Team
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