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Best Practice for using 
Blackboard’s Course Copy 

One of the advantages of using Blackboard shells is that content from one shell (source) may be easily copied 
into another existing shell (target). 

Note that using Course Copy never removes or replaces an existing menu item (even one with the same 
name). The list of copied menu items is appended to the bottom of the target menu. 

A common problem when Course Copy is used is that either unneeded material was copied which then has to 
be deleted and/or the new menu (a combination of the source menu and the target menu) is confusing to both 
your students and you. You would need to “clean” up the menu (delete, rename, and/or move menu items). 

Note: We highly recommend that, prior to using Course Copy, you “prepare” your empty shell by deleting all 
of the course menu items. In addition, a little work on the “empty” Grade Center will make it easier for you 
once you have copied your source shell. 

Preparing your new (target) shell: 

1 Log into Blackboard, and click on your new (target) course shell. 

2

Deleting a menu option 
This step will show you how to delete a menu item from the course menu. 

Caution: Remove all “External Links” first by starting from the bottom of the 
course menu. 

An external link is a menu item that takes you from the current course into another course, 
organization or web site; an example would be “MassBay Helpdesk”. We set up default 
course menus with external links at the bottom. If you accidentally leave an external link 
as your last button, you will not be able to get back into your course (if this happens, 
contact helpdesk). 

Remember: review the new menu from the bottom-up (i.e. delete menu items 
starting at the bottom) 

To delete a menu item: 
a) Hover your mouse cursor over the menu 

item to display the Menu Item Options 
“button” 

b) Click on the Menu Item Options button 
(   ) to display your options 

c) Click on the Delete option 
d) When the “are you really sure” message window is displayed, click on the 

Delete content option. 
e) As an additional “safety net”, you will need to click on the Delete option again 

for the menu item to be deleted. 

Repeat steps a through e to delete all menu items starting from the bottom, ending at 
the top. 

These menu divider lines 
should also be deleted. 
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Remove Weighted Total column from Grade Center option 
This step will show you how to delete a Grade Center column that may be duplicated when you 
copy from your old course shell 

To delete a menu item:  

1. Under the Control Panel, click on Grade Center 
2. Under Grade Center, click on Full Grade 

Center to display the following Grade 
Information Bar: 

 
Note: these are the default columns for any new 
Blackboard shell 

3.  Click on the Menu Item Options 
button ( ) to the right of the 
column name Weighted Total 

4. Click on the Delete Column option 
5. Click on the OK button to delete this column 

Note: if you copy the Weighted Total column from 
your source shell and have not deleted the column in your target shell, it 
will be duplicated in your target Grade Center 

4
Recommendation: Make the  column unavailable first in student 
view, then in instructor view. The total column in the current course can’t be 
deleted. The total column from the source will be copied over, we recommend 
deleting it after the course copy is complete. 
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Copying material from your  
old (source) shell: 

5
Click on your “old” (source) course shell 

Under the Control Panel, first click on Packages and Utilities and 
then click on Course Copy 

6

Under the SELECT COPY OPTIONS  
section, click the Browse button 

 If necessary, scroll down to find the name of the new target 
course shell 

 Click the radio button (the circle) to the left of its name to  
select the course 

 If necessary, scroll down to find the Submit button and click 
on it 

The Course ID of the new target course shell will be displayed in 
the Destination Course ID text box 

 

7
Click on the Select All button to initially mark all to copy into the target shell 

(It is easier to unselect those items that you do not want to copy into the 
target shell) 

8
Review the list under Content Areas and uncheck (click in the check box to the left of its 
name) those content areas that you do not want to copy into the target shell’s menu 

Review the rest of the list (Blackboard Tools and Functions) and uncheck those that 
you do not want to copy into the target shell 

9

Uncheck Announcements if you do not wish to copy all of the announcements over (you 
may need to add back the Announcements menu item after the copy is complete) 
. 

If you copy the source’s Discussion Board forums to the target shell, you need to 
decide if you want include, the exiting threads/posts: 

The default option is to include starter posts for each thread in each forum (the first 
radio button – a circle to the left of the first option - is already checked) 

Note that all the “old” student names associated with the copied posts will be 
replaced with “Anonymous” 

If you choose not to include any starter posts (the most 
common choice for instructors), click on the second 
option: “Include only the forums, with no starter posts” 

10
Under the File Attachments section, we 
recommend that you leave the default, Copy 
links and copies of the content option 
selected 
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When you are finished with the selection process, click on the Submit button to begin the 
course copy. A message will be posted near the top stating “Success: Course copy 
action queued. An email will be sent when 
the process is complete.” 
Navigate out of the course either by clicking on 
the MassBay Blackboard Tab at the top right or 

exit Blackboard.  

12 DO NOT GO BACK INTO THE COURSE UNTIL YOU RECEIVE EMAIL 
CONFIRMATION THAT THE COURSE COPY IS COMPLETE! 

13
Depending on the amount and size of the material copied into the target course, the 
Course Copy process may take from just a couple of minutes up to 15 minutes or 
longer. In most cases it completes within 5 minutes. 

Again: Before going into the target shell, please wait until you receive an email 
notifying you that the Course Copy is complete 

14

Once your content has been copied into the target shell, please review it to make it 
current with the new semester 

Move the menu items to where you want your students to view them 

Note: It is very important that you check all dates associated assignments, 
quizzes, Discussion Board forums, etc. 

Especially review due dates and available periods as these 
are not automatically updated to the current semester 

 


