
Using the Blackboard Course Creation Request Tool  
to Copy Content from a Previous Course 

 
 

Each semester instructors must submit a “Blackboard Course Creation Request” to have course sites 
created on Blackboard. After completing necessary Blackboard training, instructors course creation request 
will be fulfilled. For more information about Blackboard training, visit: 
http://courses.durhamtech.edu/wiki/index.php/Blackboard_Training 
 
Important Note:  One course request must be submitted for EACH course created on Blackboard.  
 
These instructions are specifically for copying content from your BB101-Practice Course to a new 
course you are teaching. 
 

1. Access the Blackboard Course Creation Request tool by visiting: http://courses.durhamtech.edu/tools/ 
 

 

Choose the second option: 
Request a course with content 
copied from a previous course. 



 

 
 
 
 

 
 
 
 

 

Step 1:  
Provide info  

Step 2: NEW course info 
 
Provide info about courses you 
are teaching 

Year & Semester 
Course Number AND Section 
Instructor 

 

Step 3: Course to be Copied 
 

Provide info about courses you want 
copied.  
Note: Use BB101 to copy content from 
your practice course in Building a Basic 
Course in Blackboard. 

Very Important! 



Other Content Options 
 
 

 

 
 

Other content options: 
 
Supply this information as 
needed for future courses 

Additional Instructions: (Optional) 

Click Continue to submit the course request 



Confirm your Request 
 

 
 

Confirmation 

 

Confirm your 
Request  
 
Verify the info 
you entered:  
  
Click Edit 
Request to make 
changes 
 
Click  
Confirm Request 
to submit 

Click Request Another Course to request additional 
courses. You must fill out a course creation request 
for each course you want in Blackboard.  

Courses will be created within 1 - 3 business days. You will receive email notification when courses are ready. 


