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Copy Components
To copy a course,

1. Go to the empty shell or the course where you want the new materials to be "copied to." 

2. Click on Edit Course. 

3. Click on Import/Export/Copy Components. 

4. Choose "Copy Components from another Org Unit" and click the Start button. 

5. Click on "Search for Offering." 

6. Click the radio button to the left of the course you want to copy. Click the "Add selected" button. 

7. Select the components you want to copy (for a complete course, select all of the components).
NOTE: If you wish to "select individual items to copy," click the plus symbol to display all of your choices. Choose the individual items as desired. 

8. Click on Continue. 

9. To confirm your selections, click the Finish button. 

10. You will be prompted when it is Done. 

To export a zip file for storage,

1. Go to the course you want to backup.

2. Click on Edit Course 
3. Click on Import/Export/Copy Components. Choose whether include course files.
4. Click on Start.

5. Select the components you want to export. For a complete backup, choose all.

6. Click on Continue.
7. Confirm by clicking on Continue again.

8. Click on Finish.
9. You will see a link to “Click here to download the export Zip package.”  If you fail to download the zip file, you will need to go through the entire process again.
10. Click on Done.
NOTE: This zip file includes all of the course components but does not include any student data.

To import a zip file,
1. Go to the blank shell or the course where you want to import content.
2. Click on Edit Course. 

3. Click on Import/Export/Copy Components.

4. Click on Import Components.

5. Choose “From a File,” and browse for the file. You may import a file you exported from D2L, an IMS compliant zip package from a book publisher, Respondus, etc. Select the components you want to import. 

6. Click on Start and follow the wizard through the end.

7. Click on Finish.

NOTE: You can also import objects from the Learning Object Repository that other faculty members have chosen to share.

