KODIAK QUICK GUIDE “ Copy a Course

You can copy all or some course components to another Kodiak course using the Import/Export/Copy
Components tool. Copying course components enables you to reuse your materials from a previous
term. Also, if you are teaching two sections of the same course at the same time, you can build one
Kodiak course site first and copy your materials to the other section. To copy course materials from
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Copy Parts of Your Course

1. Go to the course you want to copy course
components into. You must start in the destination
course.

2. On the right side of your navbar, click Course T
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3. Click Import/Export/Copy Components  (Figure 1). . D_L;ﬁnarlaumﬁFT _
4. Select Copy Components from Another Org Unit @ Copy altern e
(Figure 2). - : S
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6. Select the course you want to copy components
from on the list of available courses.

7. Click Add Selected at the bottom of the window. :
¢KS é’\YRQé é}\ff széSZ |YR UKS édeNJéSQé WYS é}\ff —_— SEleck indwigusl ited# s copy

LIS ySEG {2 672038 (2 02LI8€ (3 Ameements (@tarae)

(@) Gopyalliterns

8. Click Select Components. A list of components
available to copy will appear (Figure 3). Select the
components you want to copy.
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component, select Copy all items, and click Continue.
A confirmation page will display the items you
selected.

Figure 3
Note: If you are copying components from

Content, make sure that you have selected the
Course Files within the component, or students

will receive an error message when they try to
access any files you have uploaded.
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component, select Select individual items to copy, and
click Continue. A list of all items within the course will
appear. Select the individual components and the
items within them that you want to copy, and click
Continue. A confirmation page will display the items
you selected.

Note: After your components/items are copied,
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When a component has been successfully
copied, a green check mark appears beside it. If
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9. Click Finish. A summary of the components you
copied will be displayed.

10. Click View Content when you are done copying
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Content area.
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Notes about Copying Between Courses

Overwriting and Duplicating Items

In general, course components already in the
destination course will not be affected by copying
course components. The only course component that
can be overwritten is Course Files. A Course File is
overwritten if one of the files being copied has the
same name as an existing file.
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7. Select items you want to export:

e |f you want to export all items within a
component, select Export all items.

« If you want to export only certain items from a
component, select Select individual items to
export. This allows you to select individual
Quizzes, Discussion forums, Content topics, etc.
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9. Select which items from that component to copy.

»  Click the + plus signs next to each component to

view all of the items included in that component.
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to export.
« Click Continue.

10. Confirm that the correct materials are listed on the
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when you are done selecting components and items.

Note: Make sure that Include course files in the
export package is selected, or students will receive an
error message when they try to access any files you
have uploaded from the export.

11. Click Continue when you are ready to begin the
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component has been successfully exported, a green
check mark appears beside it. If any component fails to
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link to the export file will be displayed.

13. Click Click here to download the export Zip package
(Figure 7). Choose a location on your computer to save
the file and save it.

Note: You must download this zip file now or it will be
lost. The file is not stored in Kodiak for later
download.

Figure 6

FEx oo Summary

The cours# export was successful.

Click here to download the exgrt Zip packa

Figure 7
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Importing Course Components from a File

You can import components that have been created by
other instructors, provided by content vendors, or created
in a content-creation program, like Respondus. To import
components, you must have a file containing the
components in a format supported by Kodiak

1. Go to the course you want to import course components
into.

2. Click Course Admin on your course navigation bar.

3. Click Import/Export/Copy Components Iy iKS a¢22tie
section (Figure 1).

4. Select Import Components.

5. Click Startt ¢KS dLY'LI2li /26088 t1-:011-35¢ LIS it
appear. Click Upload to select the file to upload.

Kodiak will attempt to read the file. This may take some
time depending on the size of the import.

7. Click Continue when the green check appears (Figure 9).
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area.

«  Specify whether a Course File from the import file
should overwrite an existing file if they have the
same filename.
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checkbox.

9. Select the components you want to import:

*  Select Select All Components to import everything.

»  Select Select individual items to import to copy
only certain items from a component (Figure 10).

This allows you to select individual Quizzes,
Discussion forums, Content topics, etc.

10. When you are finished selecting components, click
Continue
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11. Select the items from the components that you selected
that you want to include in your import:

e Click the + plus signs next to each component to
expand it and see all of the items included in that
component.
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import into the course.

*  Click Continue.

12. Confirm that the correct materials to be imported are
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13. Click Continue. When a component has been
successfully imported, a green check mark will appear
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will appear beside it (Figure 11).

14. Click Continue when the import process is finished to
see a confirmation screen that contains any notes or
warnings. For example, if you import a Content topic that is
not associated with a module, a module is created for it, and
this action is listed on the final summary screen.

Note: If components with the same names exist in
both the components you are importing and the
course into which you are importing them, you will
have multiple course components with the same
name

Figure 11

15. Click View Content when you are done importing course
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