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Blackboard Course Shells / Course Creation 
 

Every course at Izmir University of Economics has a Blackboard Learn course and your students are 

automatically added (or removed if they drop) for you. YBS (Management Information Systems Directorate - 

OASIS) provides the service of automatically creating Blackboard Learn courses once they have appeared in 

course data provided to YBS by the Registrar. YBS provides automated Blackboard course enrollment 

updates for students and instructors based on class roster information and instructor assignments provided 

by the Registrar. Any changes in class roster information and/or instructor assignment will be automatically 

updated overnight once this information has been received by YBS. The 2017-2018 Fall Term courses that 

have been structured on OASIS and have their instructors assigned are now accessible on Blackboard 

Learn. The instructors who have access to their fall term courses can start building their course 

content on Blackboard Learn. The changes that are made by Registrar’s Office, such as 

opening/deleting courses or sections, changing/appointing course instructors, will be reflected on 

Blackboard Learn the following day. 

 

Creating your Course Content 
 

1. Using content from your previous course 
 

A) Export and Import Course Materials:  

If you wish to replicate a previously taught course, follow the instructions (see the links below) to export 

content from the previously taught course and import it into your new blank course shell.  Upon successfully 

importing materials into the new course shell, you should check the import log (via the email confirmation 

that alerts the import is complete, or on the Import Package/View Logs screen by clicking the linked name of 

the ImportFile...) for any warnings or errors.  Then, you should review and update the new course for the new 

semester. 

 

Exporting / Importing Blackboard course files (video) 

Exporting / Importing Blackboard course files (pdf) 
 

B) Course Copy:  

You may choose to copy a course you taught previously into this semester’s 

course shell as a starting point for developing this semester’s course. 

1. Enter the course you want to copy content from. 

2. Under Course Management select Packages and Utilities in the Control 

Panel area of your existing course. 

3. Select Course Copy. 

4. In the Select Copy Type area, you should see Copy Course Materials into an 

Existing Course.  

5. In Select Copy Options, input the Destination Course ID (the course ID of 

your new course). 

6. Under Select Course Materials, click Select All (you may exclude some items 

if you wish). 

7. In File Attachments, select Copy links and copies of the content. 

8. In Enrollments, DO NOT select Include Enrolments in the Copy. 

9. Click Submit. When the process is complete, you will receive a confirmation 

email. 

10. Go to the new course (the destination course) to verify that the materials were copied successfully from 

the original course.   

11. Check the due dates of assignments – if any using the Date Management tool. Make the changes if 

needed. Click here for the date management video tutorial.  

Click here for more information about course copy feature. 

https://www.youtube.com/watch?v=H4uwg4i0Mkw&feature=youtu.be
http://phoenix.ieu.edu.tr/betanix/uploads/cms/tlc.ieu.edu.tr/6548_1471901309.pdf
https://www.youtube.com/watch?v=p6iEAgz0rUI
https://www.youtube.com/watch?v=p6iEAgz0rUI
https://help.blackboard.com/Learn/Instructor/Course_Content/Reuse_Content/Copy_Courses
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What is the difference between an EXPORT and a COURSE COPY? 

 The export course feature creates a ZIP file of the 

course content that you can import to create a 

new course or share the content of some 

Blackboard courses with other instructors. 

 

 

 

 

 

 When to use: Export a course when you want to 

reuse course materials at a later time to teach a 

new set of students. For example, you have an 

exported course from 2 years ago and no longer 

have access to the course shell or system where 

the original course was hosted. Another example 

is sharing the exported course with others, but 

you do not want to add those users to your 

course as instructors.  

 

 Assignments and assessments may need to be 

redeployed and configured. 

 

 You can copy courses and use them as a 

convenient way to reuse and adapt existing 

course structures, materials, and content. Or 

copy part of one course into another without 

overwriting any of the existing course's content. 

A course copy does not require you to 

download a file from one course or to upload 

the file to another course. 

 

 When to use: Copy a course if you are creating 

a course that has many of the same features as 

an existing course (e.g., 2 courses use the same 

materials but have a different set of students).  

 

 

 

 

 

 

 Assignments and assessments are typically 

deployed as originally configured in the source 

course. 

 

 

2. Building a New Course:  If you are teaching a course for the first time using Blackboard Learn or 

have simply decided it is best to start with a clean slate, you will be building your course anew. 

 

 Open your new course shell by clicking on the link to the new course shell accessible on My Courses 

panel on Blackboard Learn.  

 Customize Your Course Design – you may select a color and style for your Course Menu. 

1. In the Control Panel, click Customization to open the submenu and click Teaching Style. 

2. On the Teaching Style page select the Course Entry Point. 

3. The Select Course Theme option allows you to choose from a variety of color schemes and 

backgrounds. 

4. The Select Menu Style option allows you to modify the course menu colors and whether you prefer 

menu items to display as text or buttons. 

5. If you would like to display a banner on your Course Entry Point (as selected in step 1), select a 

Banner by browsing your computer. Click here for the video tutorial. 

6. Click Submit. 

 

 

 

 

 

 

https://www.youtube.com/watch?v=RtCKI27Uao4
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 Add your contact information in the ‘Course Instructor’ area.  

Click here for more information 

 

 

 

 

 

 

 

 Customize the Course Menu. Add tools and content areas that you will be using and delete those that 

you will not be using. Confirm that the Course Menu consists of only the buttons and links you want to 

use. You may see extra items on your course menu that you will not want to use. You will need to delete 

them and re-order the menu items to reflect how you want to present the content to students. Click on 

each menu item and if necessary, Rename, Hide or Delete links using the Action Link next to each item. 

The Action Link will appear when you hover over a menu item.  

 Organize your course menu using the drag and drop feature (up-and-down arrows to the left of the 
menu item) to change the order of menu items.  

 For longer course menus, you may want to consider creating Subheaders and Dividers by clicking on 

the “+” icon at the top left of the course menu and selecting these features.  

 To add a new link to the Course Menu, click the “+” icon and select the area you want to add. 

NOTE 1: If you delete a menu item, all information within that area is permanently removed and cannot be 
retrieved. 

NOTE 2: You are recommended not to delete the menu items, “My Grades” and “Analytics -Student 
Report”, as these are the tools for students to keep track of their progress in your course. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Organize your instructional materials into folders or learning modules by chapter, week, 

concept, etc., and add them under the "Content" area of the course. Include links to the appropriate 

content, assessments, and tools to help your students meet the specified learning objectives. 

Click on the action link and if 
necessary, Rename, Hide or 
Delete links using the Action 
Link next to each item. The 
Action Link will appear when 

you hover over a menu item. 

https://help.blackboard.com/Learn/Instructor/Interact/Contacts
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 Add your syllabus and textbook information. You can upload your course syllabus to any 

content area you wish, or use the syllabus tool to create one. To create one, click on the “+” icon, 

select tool link and choose syllabus from the drop-down menu. 

 

 Post a welcome announcement. In your welcome message, you may want to include the 

date/time of class, a brief course overview, your name and contact information, any textbook 

information, as well as how you intend to use Blackboard Learn. Click here for the video tutorial.  

 

 Activate your Student Preview in the course. This will allow you to see the course as your 

students see it and check availability of the content. Click here for the video tutorial.  

 

Clean up and Personalize your course list 
 

Please note that the 2016-2017 Fall and Spring Term courses have not been deleted yet. They are accessible 

for the instructors only. Therefore, you may wish to hide your courses opened in the previous term. 

 

You can "hide" old courses you don't want to see. Click the settings icon at the top right of the My Courses 

module to edit the display settings. 

 

Modifying the My Courses module allows all users to show or hide the displayed Course Name, Course ID, 

Instructors, Announcements and Tasks associated with the course. Modifying the display does not delete the 

course from the Blackboard server.  

To hide a course(s): Uncheck the boxes under the "Course Name" and "Instructor" columns and then click 

the Submit button. 

To unhide or show a course(s): Check the boxes under the "Course Name" and "Instructor" columns and 

then click the Submit button. 

To reorder the course list: Place your cursor to the left of the check box until you get a four-way arrow. 

Click and hold. Drag that course up or down and release when you have it in the desired spot. 

 

 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=xYW_jWcCbf4
https://www.youtube.com/watch?v=JCrAQewg7Is
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Note: Please remember that you have edited your My Courses module in case you need to locate these 

course(s) in the future. 

 

Combining multiple sections of the same master course 
 

Instructors teaching multiple sections may want to combine their sections into one master course. 

After submitting a request for a master course and selecting which additional course sections to combine, 

the courses will appear in the list of My Courses in Blackboard Learn. Student rosters from the OASIS 

database will be automatically populated into the section that you selected to be the master section from all 

sections being consolidated. Drops and additions will be automatically maintained in the master section with 

daily feeds from the OASIS database. Both the master and related sections will appear in your Blackboard 

Learn course list. You only need to add new content to the master section. You do not need to do anything 

with the related sections.  

While it is possible to reverse a master course relationship and therefore undo the combination of multiple 

sections in Blackboard Learn, it is highly recommended to NOT reverse a master course relationship after 

the semester has started and students have been using it. If it is necessary to do so for some reason, the 

faculty member should consider downloading the Grade Center and possibly an archive of the course first. 

Whatever student records (discussion posts, assignments, tests, grades) are in the master course will NOT be 

moved to the related section(s) when the relationship is removed and will be disabled in the master section 

(except for the students actually enrolled in the section that was the master.) 

Instructors may also request a teaching assistant be added to their Blackboard Learn course. 

For your requests for master courses and/or Teaching Assistant(s)’ access to your course, please login to 

OASIS and complete the request form available (see below). 
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This request form will be available until the end of the Add-Drop period. 

 

REMINDERS 
 

 Student email addresses come from OASIS into Blackboard Learn, so you may want to remind your 

undergraduate students that Blackboard Learn system uses students’ IUE webmail accounts, so they 

must check their IUE webmail accounts frequently to receive notifications about their Blackboard Learn 

courses. 

 

 First week success: Having used Blackboard Learn in the previous semesters, it is clear that students 

need to be encouraged to use the system in order to maximize student involvement in the course. 

Therefore, it may be useful to introduce the students to Blackboard Learn in the first week of semester. 

You may have them use the discussion tool to introduce themselves, respond to other students, do a 

homework assignment or take a sample quiz. 

 

 Blackboard Analytics has been deployed. It provides reports for instructors to view within each course. 

Using the reports, instructors can review student accesses, interactions, and submissions within the course 

and identify at-risk students based upon their interactions, grades, and time spent in course. Blackboard 

Analytics uses data from Blackboard Learn to create comprehensive reports and dashboards for 

instructors, advisors and directors. Therefore, in order to gather detailed reports on student performance 

and course activity, it is important to utilize the Blackboard Learn platform to its fullest. For more 

information about how to access Blackboard Analytics Integrated Reports, please visit TLC Organization 

for Faculty on Blackboard.  

https://ieu.blackboard.com/webapps/blackboard/content/listContentEditable.jsp?content_id=_175251_1&course_id=_4881_1&mode=reset
https://ieu.blackboard.com/webapps/blackboard/content/listContentEditable.jsp?content_id=_175251_1&course_id=_4881_1&mode=reset
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What has changed in Blackboard Learn for Fall 2017 semester? 
 

Click here to see the new features that the recent upgrade has brought. 

 

Where to Find Faculty/Student Blackboard Resources 
 

 http://www.ieu.edu.tr/tlc/en/smart-campus-support  

 

 Teaching and Learning Center’s Blackboard Organization 

 

 

 

 

Blackboard Support Contact Information 
 

tlc@ieu.edu.tr       488 82 25 / 488 85 46 

 

 

 

Blackboard Training Sessions 
 

A series of modular workshops covering specific aspects of Blackboard Learn, Blackboard Collaborate 

and Panopto are offered in each semester. Please follow the announcements or request one by 

contacting the TLC. 

 

EKOEĞİTİM - Teaching and Learning Center 

 

http://phoenix.ieu.edu.tr/betanix/uploads/cms/tlc.ieu.edu.tr/6548_1502881889.pdf
http://www.ieu.edu.tr/tlc/en/smart-campus-support
mailto:tlc@ieu.edu.tr

