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How to Copy a Course in eLearning 

 

Step 1: Go into the course you want to copy into 

 

Step 2: Click on the Manage tab 

 

 

Step 3: From the Data Management nugget select Import Console 

 

 

Step 4: Select Copy Course 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Step 5: From the Source pull‐down menu select the course you want to copy FROM. 

Uncheck the two checkboxes – there is no need to backup the courses before import nor to replace 
existing content since you are copying to a blank shell. 

 

Click Copy and the course will be queued to copy. Give it about 5‐10 minutes. You’ll need to exit 
out of the course and then go back it.  

Two important notes: 

****Currently any theme you applied is not copying so you will need to reapply it when you copy.  

If you have made any adjustments to a theme, it will be listed at the bottom of the theme list, 
preceded by the word Personal. 

****If you want to cross­list your courses you should do this BEFORE copying content. Please 
contact the CITE lab for assistance! 

 

For additional assistance contact the CITE lab: 

Center for Instructional Technology Expertise (CITE Lab) 

(508) 678‐2811 x2081 

CITE@bristolcc.edu 


