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Migrating Course Content  
 

Copy Previous Brightspace Course to Current Semester 
 

1. Log in to Brightspace and navigate to your new course.  (Note that your new course has a copy 
of the template, if you copy a whole course into your new course you have duplicates.) 
 

2. From the “Course Tools” navigate to “Course Admin” and then “Import/Export/Copy 
Components”  
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3. “Copy Components from another Org Unit” is already selected; navigate to “Search for 

Offering.”  
 

                

 

4. Next type the CRN of the course you want to copy from, select the course you want, make sure 
you get the correct semester, click “Add Selected.”  
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5. If you know that you want everything from the previous course select “Copy all Components.”  It 
may save you clean up time to click “Select Components” and only copy what you need.  If after 
the content is imported, you realize you forgot something you can initate another copy and 
import the omitted content.  
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6. Select the items you want to copy then click Continue. 
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7. BE SURE TO SCROLL DOWN and decide whether you want to overwrite existing files with the 
same name, and set the date offset. This will save you a lot of time later.  This course was 
migrated from a semester two years in the past.  Click Finish once your information has been 
entered. 
 

 
 

8.  This will start the copy process.   

 

 
 
 
 
 
 

 
 



Glenville State College prepares and inspires students to be thoughtful, productive, engaged, and 
responsible citizens who contribute to the well-being of their community, state, nation, and world. 
 

Clean Up 
1. Click “Content” and you may see some things you want to delete.  For example, if you wanted to 

delete the “Introduction to Brightspace or the Start Here Orientation” which contains several 
items (thankfully you don’t have to delete them all by one by one.) 

 
2. Click “Start Here Orientation” then when the page loads, click the down chevron beside the title: 
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3. Click “Delete Module” and opt to Permanently delete and remove all nested modules, etc. then 
click Delete. 

 

 

Make your course your own, deleted everything that you are not using.  Duplicates and unused content 
are confusing to students. 
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