How to Reuse a Course Shell in Blackboard

If you reuse the same or similar content in your Blackboard course shells semester after semester, here are some steps you can follow to most efficiently move your content from one course shell to another. Moving your content from one course shell to another is a TWO PHASE process. In PHASE I, you will clean out the new course shell. This is to prevent you from having extra and duplicate sections in your new course shell. In PHASE II, you will copy the content from your old course shell to your new one.

PHASE I – Prepare New Course Shell

STEP 1. Go to your new course shell and click on the Control Panel link to access the Control Panel.

STEP 2. In the Control Panel, click on the Manage Course Menu link to access the Manage Course Menu section.

STEP 3. In the Manage Course Menu section, remove every item on the Course Menu (EXCEPT FOR ANNOUNCEMENTS) using the Remove button to the right of each item.

PHASE II – Export Old Course Shell

STEP 1. Go to your OLD course shell and click on the Control Panel link to access the Control Panel.

STEP 2. In the Control Panel, click on the Export Course link to access the Export/Archive Manager.

STEP 3. In the Export/Archive Manager, you will see a link to a file that begins with “ExportFile,” includes the current date in its name, and ends in “.zip.” Click on the link to that file to save it to your hard drive. Note the location to which you save the file as you will need to retrieve it in the next step. IMPORTANT NOTE: Links to the Content Collection may not be preserved when using the Export function.
PHASE III – Import New Course Shell

STEP 1. Return to your new course shell and go to the Control Panel. In the control panel, click on the link to Import Package.

STEP 2. On the Import Package section, within Part 2, Select a Package, use the Browse button to locate and select the file you exported in the previous Phase. Within Part 4, Select Course Materials, check all check boxes for all of the items to select them. Then, click on the Submit button.

Blackboard will send you an e-mail when this process has completed. 
