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Overview

Once a course has ended, faculty tend to review and reflect on the course, the content and 
the activities and what content to keep for future use.  If a course is ready to run again, 
faculty may either want to bring content from the old course into the new one, bring 
content into their my space area for archival purposes, or move content from their my 
space area into a course.  Please note that a copy of all course content should reside on 
your local computer and not solely in myLesley.

Content is moved around for a number of reasons:
•    A faculty has been assigned to a new course and has content from a former course they 
     would like to use in its entirety.
•    A course has ended and the faculty would like to archive some of the content into their 
     my space area.
•    A new course is running and the faculty would like to copy an old course into a new 
     shell in its entirety.
•    A faculty would like to archive a course and give it to a colleague for use in their 
     course.

Content can easily be moved around in several different ways:
•    Cutting and Pasting
•    Using the Export & Import Course feature
•    Using the Copy Course featuret

Before beginning to move content around, log into myLesley and check to see if the course 
you are going to work with is available.  Your course is auto-generated (a shell that is 
without content will appear twelve weeks prior to the class beginning).

Once you see the course in myLesley, familiarize yourself with the shell that has been 
generated:
•    Go into it and review the default navigation.
•    Click into different categories names (syllabus, assignments...)
•    Click on Edit View in the top right hand corner to get an idea of how to add and 
     move/copy content into different areas.
•    Go into the Control Panel and familiarize yourself with the Manage Course Menu and 
     Manage Tools feature under “Course Options.”

Multiple .zip files can be imported into a single course.  This means that you can Import 
several courses that have been Exported into the mySpace area or other course without 
overwriting other course information.

Please note: If the original course had discussion threads you may receive an error message 
for each one the system attempts to import.  Discussion forum threads do not import.  
Examine the import and contact 1-888-myLesley if you need assistance.



Copying and Reusing Course Content (continued)

8 8 8 - m y L e s l e y 3 5

Cut and Paste Content

This Copy and Paste method is recommended for moving smaller amounts of content 
around within a course and between courses.

1. Open the selected original course in one browser window.

2. In a separate browser window (go to File/New window) open the destination course or 
course shell.

3. Place both windows side by side so they are visible.

Pictured: move content from an outside source to a myLesley course.

4. Move the cursor over the outside course.

5. Highlight the text you wish to copy.

6. In the top menu bar choose Edit/Copy.
    (The Mac keyboard shortcut is “apple C” and the PC keyboard shortcut is “CTL C”).

7. Move the cursor to the myLesley course.

8. Once the cursor is in the desired spot click to drop the cursor.

9. Go to the top menu bar and choose Edit/Paste.
    (The Mac keyboard shortcut is “apple V” and the PC keyboard shortcut is “CTL V”).
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Prepare New Course for Import or Course Copy

All new courses are created 12 weeks prior to the course start date.  This course comes with 
a standard course shell.  If you are using the copy course feature or the Archive/Import 
feature, it is easiest to remove the provided navigation from the new course before you 
begin copying or importing content.

1. Go into the new course’s Control Panel.
2. Under “Course Options” click on Manage Course Menu.

The following window below will appear.

These items 
comprise 
the course 
navigation

Click the 
Remove button 
to remove all 
of the items 
provided in the 
shell.

WARNING: If 
you have any 
content in these 
times they will 
be lost.

3. Choose OK 
when you are 
done.

See Customizing 
to learn how 
to customize a 
course.
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Export Course

The Export Course tool is the preferred method of moving course content in myLesley. It 
can be used when moving medium to large amounts of content (please note that large 
amounts of content will take awhile), to store a copy of a course on your hard drive (it can 
only be opened in myLesley), or to capture content in a format that can be shared with a 
colleague to bring in to myLesley.

The first step is to delete the course shell navigation.  Please 
see “Preparing the New Course for Import” or “Course Copy.”

Then follow the steps below to export a course.

Please note: Discussion forum threads will not come over.  
You will also receive one error message for every thread or 
other item that does not come over.  Examine the import and 
contact 1-888-myLesley if you need assistance.

1. In the course you wish to export, 
go into the Control Panel.

2. Under “Course Options,” click Export Course.

3. The Export/Archive Manager will appear on screen. Click the Export button.

4. Select the course materials to export and click Submit.

Click OK to return to the Export/Archive Manager screen.
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A .zip file of the course materials you selected will appear in the manager window.

5. Click on the file name to download and save the course package onto your computer.

IMPORTANT NOTE: Review the file name for the file that has downloaded.

The file name should have .zip at the end of it.  If it does not, rename the file and put.zip 
on the end.

Do not attempt to open the .zip file on your computer.  This .zip file can be kept on your 
local computer and brought in to any new courses, multiple times.
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Import the Package

1. Login to myLesley

2. Under the “my courses” tab, enter the course the package is to be imported to.

3. Once in the course, go to the Control Panel.

4. In the Control Panel under “Course Options,” choose Import Package.

5. Under “Select a Package,” click Browse. Choose the exported .zip file on your computer.

7. Click Submit.

6. Under “Select Course Materials,” 
select the course materials you want 
to import into the new course shell.

DO NOT check “settings” or “staff information”

These are set in the system for consistency.
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Course Copy

Course Copy lets you move content from one course into another course you are teaching.  
The myLesley course shell must exist to complete this method.  It is recommended that you 
clear the menu in the New course before beginning this next step (Please see “Preparing 
the New Course for Import” or “Course Copy”).

Keep in mind:

	 • You must be enrolled in the course as an instructor

	 • You can only search by Instructor using your last name

1. Go to the originating or old course in myLesley (the one containing the content)

2. Go to the originating course’s Control Panel

3. Choose Course Copy

4. Choose Copy Course materials into an Exisitng Course

The following screen will appear:

5. Locate the destination course by 
choosing the Browse button and 
searching.

The following “pop-up” will appear

 

Please note: Discussion forum 
threads will not come over.  You 
will also receive  one error message 
for every thread or other item that 
does not come over.  Examine the 
import and contact 1-888-myLesley 
if you need assistance.
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After searching, a list of courses you have access to will appear.  Example:

6. Choose the destination course by clicking the Select button to the far right of the course 
listed (you may need to scroll to the right to find the Select button).

7. Once you choose the destination course, the pop-up screen will disappear and you will 
return to the “Copy Course Materials into an Existing Course” screen.

8. Check all the boxes for all 
items that are to come over 
from the original course to the 
destination course.

9. DO NOT CHOOSE 
    ENROLLMENTS

If you accidentally choose 
enrollments please contact 
1-888-myLesley or email 
myLesley@lesley.edu 
immediately.

10. Click Submit

You will receive an email 
once the course content 
from the originating course 
has been copied to the 
destination course.  This 
can take from 1 minute to 
several minutes.
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Clean-Up, Reorganize & Customize

Once your course content has been imported or copied into your new myLesley course, 
you will notice that your navigation menu titles have moved around, are out of order, or 
are duplicated.  Click into each menu area to familiarize yourself with how the content 
imported.  Make note of the similarities, differences, and changes to your course.

Below is an example of what the navigation menu of your imported course might look 
like:

See the “Manage Course Menu” to find out how to reorganize and customize your 
navigation menu.

These are the default 
navigation titles that come 
with each new course

These will be your 
imported navigation titles
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Working with Attachments When Migrating

First download the attachment file from your myLesley course or other location onto your 
computer.

1. In myLesley, go to the area where you want to move the attachment to.

2. Click Edit View

3. Click Modify
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4. Under “Content,” click on Browse next to “Attach local file.”

5. Find your attachment file on your local computer and click Choose.

6. Back in myLesley, scroll all the way down and click on Submit.

The file has now been uploaded into the new course.
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Copy Folders & Items to Another Course

1. Go to the item/folder you wish to copy or move. Make sure you are in Edit View mode.

The following window will appear:

6. Click Submit.

The copy tool within a course allows you to move items and folders to different areas 
within that same course. This is useful after you have exported a course then imported it 
into a new course shell. You may want to move items around in the course to a different 
area, and you can use the copy tool to do this.

2. Click Copy.

3. Click on the pull down 
menu to choose the course 
you want to copy/move 
your item/folder into.

4. Click on Browse to 
choose the specific folder 
you want to move/copy 
the item/folder into.

5. If you are moving the 
item, choose Yes.  If you are 
copying the item, choose No.


