
Course Copy 

The Course Copy page enables Instructors to copy content from one course into another they are 

teaching.  Instructors can select areas, such as Announcements, Staff Information or Course areas to 

copy.  Course Copy will add content to a Course, but it will not remove or replace existing content. 

 

 Copy from a Course You Are Teaching 

1. Select the course from which you would like to copy. 

 
2. Navigate to the control panel 

 
3. Under “Course Options” select “Course Copy” 

 

  



4. Select “Copy Course Materials into an Existing Course” 

 
5. Input the course id for the course you would like to copy to 

 
6. Select which content you would like to copy 

 

  



7. Click submit 

 

 

 

 

 

 Copy from a Course Taught By Another Instructor 

The course copy function is designed to copy between courses an instructor is teaching.  The 

following are two options for accomplishing a Course Copy from a course an instructor is not 

teaching: 

o Option 1 

1. Contact the instructor of the course to be copied 

2. Ask him to follow the steps outlined above inputting the appropriate course id 

in step 5 

 

o Option 2 

1. Contact the instructor of the course to be copied 

2. Ask him to add you as a co-instructor through the CMU 

3. Follow the steps outlined above 


