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PREPARE A BLACKBOARD COURSE  
FOR CANVAS CONVERSION 

Santa Ana College Distance Education, Cesar Chavez Building Room A-101, (714) 564-6725, DistEd@sac.edu  

 
  

Prior to Starting:  Instructors may want to export a copy of the course and save it to keep a clean 
copy of the original.  Instructors may want to request an empty course shell in Blackboard to work in. 

 

Checklist to Prepare a Blackboard Course for Canvas Conversion 
 
Use the following check list to assist in preparing a Blackboard course for Canvas conversion.  Click 
the links on the check list for step-by-step instructions on how to complete that task. 

 Export the Blackboard Course 
 Import the Blackboard Course into a fresh Blackboard course shell 
 Course Navigation Menu – Delete any old, unused, outdated, or unnecessary course links 
 Course Content – Delete any old, unused, outdated, or unnecessary content, assignments, 

assessments, links, documents, etc. 
 Gradebook – (a) Delete any unused grade columns (NOTE: Be sure to unhide all columns 

before starting), and (b) Organize the  Gradebook  columns by due date (as that is how 
Canvas’ gradebook is configured) 

 Create a “Modules” content area and course navigation link on the Course Menu 
 Learning Modules - in the “Modules” content area, create Learning Modules (organize by 

Week, Unit, or Chapter) 
 Move the course content from the content area or folders into the Learning Modules 
 Update the display dates and due dates for all course content 
 Delete any (original) empty content area links from the Course Menu 
 Export the “clean” course from Blackboard for import into Canvas 

Export the Blackboard Course 
To export a course in Blackboard, enter the course.  Under the Course Management Menu, click 
Packages and Utilities to expand the section, and select Export/Archive Course from the menu. 
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Click the Export Package button on the top tool bar. 

 
 
Complete the Export Course page.  Under Select Course Materials, click the Select All button.  
Under Discussion Board, select Include only the forums, with no start posts.  If this option is not 
selected, any student / faculty posts in the course will be transferred to the new course shell as 
anonymous posts.  Click the Submit button, located at both the top and bottom right of the page, to 
export the course.   

 

 

Select to ensure no existing posts 
transfer to the new course 

 



     Page | 3 

 
 
After a few minutes, click the Refresh button at the top of the page.  The export file should appear on 
the page.  Hover over the file, and click the down arrow to the right.  Select Open from the menu.  
Save the file where it can be easily accessed.  Important – Do Not Open the Export File.  If 
opened, the export file will be corrupted and will not work.   

 
 

Import the Blackboard Course 
Import the course into a fresh course shell in Blackboard.  From the Course Management Menu, click 
Packages and Utilities to expand the section.  Select Import Package / View Logs from the menu.   

 

 
 

IMPORTANT: DO NOT OPEN THE 
EXPORT FILE – ONLY SAVE IT 
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Click the Import Package button on the top tool bar. 

 
 
Complete the Import Package page.  Under Select Course Materials, click the Select All button.  
Under Discussion Board, select Include only the forums, with no start posts.  If this option is not 
selected, any student / faculty posts in the course will be transferred to the new course shell as 
anonymous posts.  Click the Submit button, located at both the top and bottom right of the page, to 
export the course.   

 

 Select to ensure no existing posts 
transfer to the new course 
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When the import has completed, an Import File Log will appear on the Import Package / View Logs 
page.  This log will contain errors listings, however these should not affect the import of the material.  
Only a Fatal Error is problematic.   
 

Course Navigation Menu 
Delete any old, unused, outdated or unnecessary course menu links.  To delete a course menu link, 
hover over the link.  Click the down facing arrow to the right to access the menu, then select Delete 
from the menu.  As deletions are permanent and irreversible, a dialog box confirming the deletion will 
appear.  Click Delete This Menu Item to complete the process.  Repeat this process for all 
unnecessary Course Menu links. 

   
 

Course Content 
For a smoother transition to Canvas, it is imperative that any old, unused, outdated, and unnecessary 
course content including but not limited to assignments, assessments, tools, documents, files, 
images, videos, audio, Power Point presentations, and publisher material be removed from the 
Blackboard course shell.   
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To delete content, located the content and hover over it.  Click the down arrow to the right to access 
the menu, then select Delete from the menu.  As deletions are permanent and irreversible, a dialog 
box confirming the deletion will appear.  Click OK to complete the process.  If there are any 
associated Grade Center columns, they will also be deleted in this process.  Repeat this process until 
only current content remains in the course shell.   

  

 

Gradebook 
For a more streamline transition to Canvas, and to reduce student confusion, it is imperative that any 
old, unused, outdated, and unnecessary gradebook columns be deleted.  Prior to starting this 
process, ensure that all grade columns are visible in the instructor’s view.  On the Course 
Management Menu, click on Grade Center to expand the section.  Select Full Grade Center from 
the menu.  In Grade Center, click the Manage button on the top tool bar, then select Column 
Organization from the menu.   

 
 
On the Column Organization page, columns that are not visible in the instructor view will have 
“Hidden” in parenthesis to the right.  Click the check box to the left of all hidden columns to select 
them, then click the Show/Hide button on the top and/or bottom tool bar.  Select Show Selected 
Columns from the menu.  Click the Submit button, located at both the top and bottom right of the 
page, to save the changes and return to the full grade center view.  All previously hidden grade 
columns should be visible in the instructor’s view.  
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To delete a grade column in Grade Center, locate the grade column.  Click the down arrow to the 
right to access the menu.  Select Delete Column from the menu.  As deletions are permanent and 
irreversible, a dialog box confirming the deletion will appear.  Click OK to confirm and delete the 
grade column.  Repeat this process for each unnecessary grade column.   

 
 
To help facilitate a smoother transition to Canvas, it is recommended that the gradebook be 
organized by due date.  To organize Grade Center, click the Manage button on the top tool bar then 
select Column Organization from the menu.  

 
 

Indicates Hidden Column 
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Grade columns can be moved and reorganized by clicking on the arrow symbol ( ) to the left of the 
grade column, then dragging and dropping it in the desired location.  Grade columns can also be 
reorganized using the keyboard reorder icon ( ), located in the upper right of the page.  Once the 
grade book is organized, click the Submit button located at both the top and bottom right of the page, 
to save the changes.   

 

 
 

Create a Modules Content Area and Menu Link 
As Canvas works best utilizing Learning Modules, for a smoother conversion create a Modules 
content area and course menu link.  Click the plus (+) icon on the Course Menu, then select Content 
Area from the menu. Enter Modules in the Name field, and click the check box next to Available to 
Users to select it.  Click the Submit button at the bottom right to create the content area and menu 
link.  
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The new content area link will be added to the bottom of the Course Menu, and may need to be 
reordered.  To reorder the Course Menu items, hover over the item to be moved and click on the 
arrow to the left.  Drag and drop the content to the desired locate.  Menu items can also be move by 
using the keyboard reorder icon, located in the upper right of the Course Menu. 

 

 
 

Learning Modules 
Learning Modules are a great way to provide students with a “road map” or “check list” of what needs 
to be done each week in the course to be successful.  Learning Modules allow instructors to better 
control how students proceed through content, and provides students with one location containing all 
the week’s coursework.  They help to provide structure, and reduce student confusion and questions. 
 
SAC Distance Education recommends that Learning Modules be structured as outlined below to 
provide students with an optimal online learning experience: 

1. Modules should be organized by either Week, Unit, or Chapter.  
2. It is recommended that instructors start each course with a Course Information/Orientation, 

Introduction, “Welcome” or “Start Here” module.  This will introduce students to the course 
structure and how it will be managed, set expectations, provide course information, and if 
needed, provide resources and instruction for students on how to use the Learning 
Management System (LMS).  The suggested structure for a Course Information/Orientation 
Learning Module is as follows: 

a.  Course Introduction 
b. Welcome / Orientation Video 
c. Instructor Contact (including the best / preferred method of contact) 
d. Course Objective and Learning Outcomes (what will the students learn in the class) 
e. Syllabus 
f. Course Questions Discussion Board (Open Discussion Board for students to ask any 

general course questions) 
g. (Optional) “Getting to Know You” Discussion Board 
h. (Optional) Syllabus Quiz 
i. Information or instructions on how to use the Learning Management System, including 

help and support resources 
j. Additional or Supplemental Information and Resources 
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3. It is suggested that each Learning Module be structured as follows: 
a. Module Introduction 
b. Instructions 
c. Content (e.g. Documents, Readings, Power Point Presentations, Videos, Audio, 

Images, etc.) 
d. Assignments (e.g. Discussion Board, Assignments) 
e. Assessments (e.g. Quiz or Test) 
f. Additional or Supplemental Information 

Create a Learning Module 
Learning Modules can easily be created in Blackboard.  From the content area, click the Build 
Content button on the top tool bar, and select Learning Module from the menu. 

 
 

On the Create Learning Module page, complete the Name field.  A description or information about 
the module can be added in the Text field.   

 
 

Under the Learning Module Options, instructors can Enforce Sequential Viewing of the Learning 
Module, meaning that students will be required to proceed through the module in order, and/or have 
the module open in a new browser window.  The Standard Options include Permit Users to View 

Description or other module information can be added  
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this Content.  In order for students to view the module, Yes must be selected for this standard 
option.  Instructors can also elect to Track the Number of Views, and/or Set Date and Time 
Restrictions for when the module will be visible and accessible to students.   

 
 

Finally, the Table of Contents allows instructors to select whether or not the table of contents is 
shown to students, and the appearance of the hierarchy display.  Once the Create page is completed, 
click the Submit button at the top and bottom right of the page to create the Learning Module.   

 
 

Add Content to a Learning Module 
Once a Learning Module has been created, content is added exactly the same as in a content area or 
folder.  In the Learning Module, click the Build Content, Assessments, or Tools button on the top 
tool bar, then select the type of content to be added such as Item from the menu.  Items will be added 
automatically to the Table of Contents in the same order that they are added to the Learning Module. 

 

 

Complete the Create page, and click the Submit button located at both the top and bottom right of the 
page to add the content.  

Use to set Display 
Restrictions 

“Yes” will require students to 
complete module in order 

Must be selected for students to view 

Click to Add 
Content 
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Move Existing Course Content into Learning Modules 
 
Existing course content can be moved from other content areas and / or folders into Learning 
Modules.  To move existing content, go to the content area or folder and locate the desired material.  
Click the down arrow to the right to access the menu, then select Move.   
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On the Move page, the Destination Course will default to the current course so no changes need to 
be made.  Under the Destination Folder, click the Browse button.  In the dialog box, click on the 
destination Learning Module to select it.  Once the destination has been selected, click the Submit 
button located at both the top and bottom right of the screen to move the content.  

 
 

Reorder Learning Module Content 
 
Once content has been added to a Learning Module, it can be easily reordered.  To reorder content, 
simply hover over the item.  Click on the up/down arrow (    ) to the left of the item.  Drag and drop the 
item to the desired locate.  The Table of Content will automatically be reordered when the item(s) is 
moved.  Content can also be reordered using the Keyboard Reordering button (      ) located on the 
top right of the page.   

 
 

Additional Information on Learning Modules 
 
For additional information and instructions on Learning Modules in Blackboard: 

• Blackboard Help for Instructors:  https://en-
us.help.blackboard.com/Learn/Instructor/Course_Content/Create_Content/010_Create_Contai
ners_for_Content/Create_Learning_Modules 

• Video on Learning Modules in Blackbaord:  https://youtu.be/TOiots6iRLc   

 

https://en-us.help.blackboard.com/Learn/Instructor/Course_Content/Create_Content/010_Create_Containers_for_Content/Create_Learning_Modules
https://en-us.help.blackboard.com/Learn/Instructor/Course_Content/Create_Content/010_Create_Containers_for_Content/Create_Learning_Modules
https://en-us.help.blackboard.com/Learn/Instructor/Course_Content/Create_Content/010_Create_Containers_for_Content/Create_Learning_Modules
https://youtu.be/TOiots6iRLc
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Update Display & Due Dates  
All display dates and due dates can be updated in a single screen in Blackboard.  Under the Course 
Management Menu, click Course Tools to expand the section.  Select Date Management from the 
menu.   

 

 
 

On the Date Management page, click the check box next to List All Dates for Review to select it.  
Then, click the Start button located on the bottom right of the page.  There are also options to use the 
Course Start Date and to Adjust by Number of Days.  Blackboard, for both of these options, will 
attempt to adjust the display and due dates automatically based on either the old course start date 
and new course start dates that are entered, or by adjusting by a specified number of dates.  

 
 

Click the Next button to proceed. 
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On the Date Management Review page, all display and due dates will be listed.  Click the pencil icon 
( ) to the right of the item to edit the dates.   

 
 
Either enter the new date and time, or use the calendar icon to select it.  Once the changes have 
been made, click the green check mark to save the changes.   
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