
 

  LAST UPDATED MARCH 2024 

 

INSTRUCTIONAL DESIGN CENTER 

Canvas: Copy Course Guide 

 
Copying a Canvas course ............................................................................................................................... 1 

Modifying due dates during import ............................................................................................................... 2 

Selecting specific content .............................................................................................................................. 3 

Cleaning up copied content........................................................................................................................... 4 

Checking course settings ........................................................................................................................... 4 

Reviewing content .................................................................................................................................... 5 

Bulk updating assignment dates ............................................................................................................... 6 

 

Copying a Canvas course 
 

1. Go to the Canvas course you wish to copy materials into, click “Settings” in your course 

navigation bar. 

2. Click on the “Course Details” tab across the top. 

3. Click “Import Course Content” on the right-hand side. 
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4. Choose "Copy a Canvas Course" from the dropdown menu labeled "Content Type" and fill out 

the "Important Content" form that appears. 

5. Course Selection: Locate the course you want to copy by either directly selecting it from the 

dropdown menu or typing its name into the search box. 

o If the course is in a past term, make sure to click the "Include completed courses" 

checkbox to locate it. 

6. Content Selection: Decide whether to import all content from the course or specify particular 

content for import (i.e., assignments, pages). 

7. Customization Options: You have the option to adjust events and due dates either by shifting 

dates based on dates you select, or by removing the dates entirely. For detailed guidance on 

modifying due dates during the import process, refer to the section titled "Modifying due dates 

during import"  

8. Confirm your selections by clicking on the “Import
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size of the content, this process may take several minutes. Track the progress in the "Current 
Jobs" section of the Import Content page. 

 

Cleaning up copied content 
 

      When copying content from another course, be sure you check course settings, organize and 
review Pages, Modules, Quizzes, Assignments, Discussions and Files, and remove unneeded 
content before publishing. 

 

Checking course settings 
If you copy all content, or include course settings in selected content, the grade posting policy from the 

original course will override the grade posting policy in the new course. In addition, the participation 

dates from the original course will override the participation dates in the new course.  

1. Go to your Settings and confirm that your course is in the correct Term. The default setting for 

new courses is Term. This setting automatically populates dates that correspond with that term 

and the academic calendar (with a few days buffer before and after the term start/end dates). 

By default, students are also restricted from viewing the course before and after those 

designated dates.  

2. If you are managing a manually-created Canvas course (i.e., Virtual New Student Orientation, 

Academic Advising, or any clubs…), you can change Participation to Course and input the dates. 
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