
How to Copy Content from One Course into Another 
Course 
 
You spend so much time developing your Blackboard course and then the next semester 
you start fresh with a blank course.  How can you copy course content from an older 
course into a new course? You may also be developing early and need to copy content 
from a ‘development’ course into your actual course. 
 
In this example an instructor named Alen with a user name of ainstructor has two English 
101 courses, one from 05 and one for the upcoming Fall 09 semester. Alen wants to copy 
the documents that he has in the Course Documents folder in the 05 course, to the Course 
Documents folder in the 09 course. 
 

1. Alen will go into the course that he wants to copy into to obtain the correct course 
ID.  In this case it is the 09 course. 

 



2. Once in the course Alen will go to the Control Panel. 

 



3. The course ID is listed at the top of the page. Alen highlights it and clicks his 
right mouse button to copy the text.  He could also use the CTRL + C keyboard 
shortcut to do this. (Alen is careful to only take the course ID and not the 
semicolon next to it) 

 
 

4. Alen now clicks on the Courses Tab at the top of the page. 

 
 



5. Now that Alen has copied the course ID of the course that he wants to copy into 
he has to go into the course that he wants to copy from (the course that has the 
content that he wants).  In this case it is the English 101 course from 05. 

 
 

6. Once inside the course he goes into the Control Panel. 

 
 



7. He then chooses the Course Copy link. (Note: notice we are in the 05 course) 

 
 

8. He will now choose the “Copy Course Materials into an Existing Course” link. 

 
 



9. Allen will now paste the course id into the “Destination Course ID” field. 

 
 

10. Since he wants to copy the Course Documents section of the 05 course into the 09 
course Alen will check off the Course Documents box, the parent Content box 
will automatically be checked when he does this. 

 
 

11. At the bottom right hand side of the page Alen will hit the Submit button. 

 
 



12. Alen will get a message stating that the course copy has been queued and that he 
will receive an email when it is complete. Alen can check the 09 course now as 
there is a good chance that the copy has already taken place.  If there is a lot of 
information to be transferred then it could take longer. 

 


