
 

How to Import course content from the previous academic year into 

an empty course shell for the new academic year. 
 

For City Lecturers 

Please open the appropriate year tab within Brightspace. 

Within this tab you will see courses you were enrolled on for the previous academic year. 

 

 

From the 8th of August 2024 you will also an additional tab 2024-25 for Semester 1 & 2 of the 

Academic year 2024/2025. 

Within this tab you will have an empty shell for each course you have been enrolled on.  

 

How to copy content from a previous academic year 
1. Navigate to the appropriate academic year tab 

2. Open the course you would like to copy content from.  

3. From the menu select: Module Tools > Module Admin > Module Information 

 
Each Module has a unique identifier  

4. Select the code and copy or write the code down. 



 
 

5. Navigate to the 2024-25 tab(available from August 8th 2024) 

6. Find the corresponding empty course shell for the new academic year 2024/25. 

 
7. From the menu select: Module Tools > Module Admin 

8. Under Site Resources, select: Import/Export/Copy Components 



 
 

9. Select: Copy Components from another Org Unit 

 

 
10. Click: Search for offering 

11. Enter the code you copied earlier and click: Search 

 

 
 



12. Chose the correct course and click Add Selected 

 
13. You can then choose the specific components you would like to import by selecting the 

appropriate tick boxes 

 
14. Finally click: Continue 

This will then populate the new empty shell with the component you selected. 

 


