Copying an Existing Blackboard Class

Into an Empty Blackboard Class

You can copy any or all content and settings from one class into another one. This is a great
feature to use at the end of the year or during a card marking change to move your class
materials quickly and easily if needed. It’s also a way for one teacher to share their existing
class materials with another teacher. If you are using a master class, you will need to copy your
materials into your new master when there is a change of card marking (semester/trimester).

PREREQUISTE: Make sure you look up the Class ID of the NEW class where you wish to place
materials. It can be found in your Control Panel under Customization by clicking on Properties.

1. Make sure you are in the EDIT Mode in your class where the materials you wish to copy
are located.

2. Click on Packages and Utilities in your Control Panel (see the left sidebar inside your
class).

3. Choose Class Copy.

v Packages and Utilities

Bulk Delete

Class Copx/
Export/Archive Class
Import Class Cartridge

Import Package / View Logs
Manage LTI Links

4. In Option 1 Select Copy Type, choose Copy Class Materials into an Existing Class from
the drop down menu. See #1 below.

SELECT COPY TYPE

Select Copy Type | Copy Class Materials into an Existing Class v |

Copy Class Materials into a New Class
py Class Materials into an Existing

Copy Class with Users (Exact Copy)

SELECT COPY OPTIONS

+# Destination Class ID [\—‘ Browse. . o




5. Place the Destination Class ID into the field in #2 above. You can browse for the Class ID
if needed.

6. Select the materials you wish to copy into the new class. Check all boxes that apply. See
below. NOTE: Make sure to check “Grade Center Items and Settings” if you have
assignments that use the Grade Center.
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7. Recommended: Leave #3, File Attachments, at the default option of “Copy links and
copies of the content”, especially if you plan on changing or updating content from this
class at a later time.

8. Do not check enrollments on #4 as Power Teacher will update your enrollments
automatically.

9. Click submit at the top or bottom of the page. You will receive a notification when the
class copy is finished.



