Blackboard Basics for Faculty

Copy Individual Content/Tests to Another Section

e Here’s how to copy one piece of content from one Blackboard course into another.

1. Loginto the class website that contains the content you want to copy.

2. Navigate to the piece of content to be CONTENT INFORMATION
copied.
Name Class Introductions/Getting Started
3. Click the drop-down menu immediately to DESTINATION
the right of that content’s name and select »
Destination Course | ENG-221-300-The Art of Poetry-34303.202002 (34303.202002)
CO py' Destination Folder Browse...
Create links for items which Yes No
. . cannot be copied
4. Inthe copy menu, select the destination Copy Algnmens 0 ve o
course from the drop-down menu provided.
5. Click Browse to the right of the search box where it says 9.0 8 Selectiocation: ENG:221:300The AtofP )
. . . @& suffolkonline.open.suny.edu/webapps/blac...
Destination Folder. A pop-up will appear that shows all of the @ o]
content folders in your destination course. Click the folder where + Select Location: ENG-221-300-The Art of Postry-
. . . 34303.202002
you wish this piece of content to be placed.
£5 Syllabus

=-£5 Content
£5 Unit 1: The Art of Poetry

6. Clle SmeIt. £5 Unit 2: Texts in Context

£5 Unit 3: Group Poetry Analysis
£5 Unit 4: Individual Poetry Analysis
£5 Assignments
£ Quizzes

® To copy a test to another section, the process is a bit different.

1. Loginto the class website that contains the test you want to copy.

2. Inthe Control Panel at the lower left, click Tools.

3. Click Tests, Surveys and Pools and then click Tests.

4. Click the drop-down arrow to the right of the test name that you wish to copy.
5. Select Export and save the file to your computer.

6. Log into your destination class website (where you want the test copied to).

7. Inthe Control Panel at the lower left, click Tools.

8. Click Tests, Surveys and Pools.
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Click Tests.
Tests

Click Im port Test. Tests are a means of assessing sti

Browse your computer, locate the test you had just exported from

the original course, then click Open.

. Click Submit, then click OK.

Now you need to deploy the test so that it’s available to students. Complete instructions are in
the Blackboard Basics help file called Create a Test (Quizzes and Exams) in Section C.

In short:

a) Navigate to the place in your destination course where you want students to access your
test (e.g., to the appropriate Content folder or to the Tests area).

b) Click Assessments.
c) Select Test.
d) Where it says Add an Existing Test, highlight the test you want to add and click Submit.

e) Set all the test options as needed, then click Submit.



