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HOW TO QUICKLY COPY OR SHARE A 

CANVAS COURSE ITEM 
Using Canvas Direct Share, instructors can copy individual course items to another course they teach and also 

share individual items with colleagues for use in their courses.  

COPYING ITEMS FROM ONE COURSE TO ANOTHER 

You can copy individual items from Quizzes, Discussions, Assignments, and Pages from one of your courses to 

another course you teach. You cannot copy an item from within a module. Go to where the item is actually 

located. 

1. Go to a tool such as Quizzes. 

2. At the far right of the item you wish to copy, click the three vertical dots and select Copy to. 

 

 

3. In the panel that opens, begin typing 

the name of the course to which you 

want to copy the item.  

4. Click the course to select it. 

5. Once you select the course, click the 

Select a Module drop-down if you wish 

to copy the item into a specific module. 

6. Select where in the module you wish 

to place the item. 

 

7. Once you have made your selections, click Copy. You will receive a 

confirmation that the object has copied successfully.  

8. Click Close. You will find the item in the other course in both the tool and 

the module (if you chose to copy it there).  
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SHARING ITEMS WITH ANOTHER INSTRUCTOR  

You can share individual items from Quizzes, Discussions, Assignments, and Pages from one of your courses with 

another instructor within Canvas. You cannot share an item from within a module. Go to where the item is 

actually located. 

1. Go to a tool such as Quizzes. 

2. At the far right of the item you wish to share, click the three vertical dots and select Send to. 

 

3. In the box that opens, start typing the name or the BJU username of the instructor to whom you wish to 

send the item. (You can enter more than one name.) 

 

 

 

 

 

4. Click Send.  

 

 

 

 

 

5. Toward the top of the page, you should receive a 

confirmation that the item was shared successfully. 
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RECEIVING SHARED CANVAS CONTENT 

1. As a recipient of the item, go to the Account tab in the main Canvas 

menu and click Shared Content.  

 

 

 

 

 

2. Under Received Content, click the three vertical dots under Actions to 

see options. 

 

3. Click Import to copy the item into a course. 

4. In the panel that opens, select the course, module and place in 

the module (optional). 

 

 

5. Click Import. You will receive a confirmation at the top of the 

panel. 

 

 

 

 


