# Control Panel

Moving or Copying Items into Another Course: * Files »
# Course Tools
Please note: you can only copy items from your course into a course * Evaluation
you are instructing. * Grade Center
. . “ Users and Groups
1. In your Control Panel, click on Packages and Utilities. Then e — N
choose Course Copy from the menu that opens up. € Packages and Utiities
2. Click on the dropdown menu button to the right of the item 2”"‘ De'z“*
ourse Lopy
you want to move or copy. qme

Import Course Cartridge

Next, choose Copy from the menu that pops up. import Package / View Logs

The next window that pops up should look like this: “ Help

1. Select Copy Type

Select Copy Type

NOTE:

| Only choose Copy Course
Materials into an Existing
Course.
If you create a new course, it
will be deleted.

i Copy Course Materials into a New Course
Conw Cnnrea Matarials intn a Bew Canrea
| Copy Course Materials into an Existing Course

OPY L OLUrse |} S {EXacTL-op

1. Select Copy Type
Select Copy Type ‘ Copy Course Materials into an Existing Course « ‘

2. Select Copy Options

5. Make sure that “Copy Course Materials into
an Existing Course” is the option displaying in the

“# Destination Course 1D ‘ q[ Browse... D .

Select Course Materials SeIeCt COpy Type SeCtlon.

1 Coptnt frees 6. Click on the Browse button. This will open
Bl G Rendirgs up a window with all the courses you are currently

eekly ules .

[7] Projects the |nStrUCtOr n.
[7] External Links
= Croen ik 7. Find the destination course and choose the
[ Class Blogs radio button on the left of the name of the course.

Adaptive Release Rules for Content
User criteria will not be captured if Enroliments are not included

8. Then click submit on the bottom of the

[7] Announcements

e window. Bb will automatically fill in the course info
[£] Collaboration Sessions it needs in the Destination Course ID section.

[] Discussion Board

S 9. Next, choose all the materials from the list
ot e et that you want copied by clicking the box to the left
e of each item you want copied.
[7] Contacts . .
[ Tasks *Do not check the option: Include Enroliments in
[] Tests, Surveys, and Pools

the Copy!

10.Click Submit.

11.You will get a Success message that will
look like this:

Success: Course copy action queued. An email will be sent when the process is complete.




Moving or Copying One Item at a Time into Another Course:

1. Click on the dropdown 1 ~., Objectives:
menu button to the d Attached Fiies ] x bes k)
right of the item you > Edit

want to move or copy. » Adaptive Release

2. Next, choose Copy » Adaptive Release: Advanced
from the menu that > Set Review Status(Disabled)
PoOps up. » Metadata

3. Click the dropdown > Statistics Tracking (On/Off)
menu button to the » UserProgress

right of the Destination

Course section. You

will see a list of

courses you are

instructing. Choose the

one that you want to copy/move the item into.

> Copy
> Move

Delete

4. Click on Browse to navigate to the Content Area or folder you want to place the
item in. By clicking the + to the left of the folders you are able to open that folder
up to see the other folders in that area.

5. Click Submit. You should see: at the top of the window.
g Copy or Move

Any Content ltem, including Links, External Links, Folders, Learning Modules, Off line Content and Tools can be copied from one folder or Course to another folder or Course. Copying
content does not delete the content from the original location unless Delete tem After Copy is selected. Contentthat is deleted after a copy is moved to the new location and does not
existin the original location any longer. More Help

Cancel @) Select Location:Assistive Tech:Spec Needs ... [ o= || =1 |3

(M ‘ http://blackboard strose.edu/webapps/blackboard/e f:r|
(MY Content Information

Name Task 3

=

# Select Location:Assistive Tech:Spec Needs

Stdt SECTION EL -FALL 09

E5Weekly Modules
~Esyllabus

E5Class Readings
ESProjects
L5External Links
- EHClass Wikis
--E5Class Blogs

Destination

Click on the Browse Button.
This will open the following

DestinationCourse

| Assistive Tech-Spec Needs Stdt SECTION EL -FALL 09 -

Destination Folder | |[ Browse..-

Delete tem After Copy @ Yes @ No

If you want to "move" the item, choose Yes
to delete it after it gets moved to it's new
location. This means that it will only be in  |ERRMM—

the new location. To be safe, you may want
to say No and then just delete it on your Cancel

own once you verify that it is in it's new
location.




