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☐  STEP 1: Click on the ‘Import Existing Content’ button in the sidebar on the left-

hand side of the screen. 

  

 

☐ STEP 2: In the ‘Content Type’ dropdown menu, select the ‘Copy a Canvas 

Course’ option. 

 HOW TO COPY PREVIOUS COURSES 
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☐ STEP 3: Type and select the name of the course you wish to copy in the ‘Search 

for a course’ window. You will also want to make sure the ‘Include completed 

course’ box is ticked.  

 

 

☐ STEP 4: If you wish to import everything from your previous course, choose the  

‘All content’ option and click the ‘Import’ button. Content from the old course 

will automatically be imported (though it may take a little time). If instead you 

wish to import only part of your course, see steps 5-6 below. 
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☐ STEP 5: To import only part of your previous course, choose the  ‘Choose 

specific content’ option and click the ‘Import’ button. 
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☐ STEP 6: Click on the ‘Select Content’ button on the right-hand side. 

 

 

☐ STEP 7: Select content by ticking the appropriate boxes and click on the ‘Select 

Content’ button in the bottom right corner. The selected content will be 

automatically imported (though, again, it may take a little time). 

 

 

 

 


