Migration from Blackboard to Canvas
The conversion of a Blackboard course to Canvas requires some preparation to ensure a smooth transition. Please use
this document as a guide. The process of bringing your course to Canvas will involve three major milestones:
1. Preparing your course to be moved. Copy your existing Blackboard course to a Canvas Prep shell built in
Blackboard. Make changes to your Canvas Prep shell as described in this document prior to export.
2. Moving your content from Blackboard to Canvas. Export the course from Blackboard and import into Canvas.
3. Verify and fix any migration issues in your new Canvas master course.
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Milestone 1: Preparing your course to be moved
Course Copy to Canvas Prep Shell
In your existing Blackboard course, go to Course Management > Packages
and Utilities > Course Copy.
1. At Select Copy Type, choose to Copy Course Materials into an Existing
Course from the dropdown.
2. At Destination Course ID, enter your CANVAS course ID or use the
Browse feature to locate and select the destination course.
3. At Select Course Materials, put a check in the box next to each of the
following items:
 Content Areas (you may select any sub content areas as well)
 Announcements
 Calendar
 Discussion Board (select the radio button for Include only the
forums, with no starter posts. Please select this option.)
 Glossary
 Grade Center Columns and Settings
 Tasks
 Tests, Surveys and Pools
4. At Course Files, select to Copy links and copies of the content
Do not select (include entire course home folder) option!
5. Click Submit.
Items such as Adaptive Release Rules, Banner Image, Group Settings and
Rubrics do exist in Canvas. However, the migration to Canvas will not
successfully import these items and they will need to be re-created in the
course after it has been migrated to Canvas.
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Make Changes to Prep Course for Canvas Migration
For this next step you will be working exclusively in your CNVPREP shell.

Remove SCORM Learning Materials
If your course uses SCORM learning materials (also known as “interactives”), remove the SCORM materials from the
Canvas Prep shell. You will need to have a Canvas-compatible output package to re-upload once the course is in Canvas
as they Blackboard-compatible interactive will not work in Canvas.

Move Menu Content Areas to Lessons Folder
If your course menu has any other Content Areas or content items such as Syllabus, Home Page or Instructor Bio, you
should move these items to the Lessons folder. A best practice would be to either use an existing Start Here folder or
establish a new Start Here folder inside of Lessons folder that would contain those items plus any course description or
other outline that you feel is necessary for the student to have success in your course. You are unable to use a “Move”
feature to bring these items from your course menu to this area but you could copy and paste into a new Blank Page,
File or Web Link inside of the Start Here folder.

Remove Unused Categories from the Grade Center
Instead of the grade center categories found in Blackboard, Canvas uses what it calls Assignment Groups. If you have
categories that do not have any related assignments, tests, discussion boards or other grade-able items associated with
them, you will have empty assignment groups in Canvas and possibly other effects such as the assignment index page in
Canvas crashing.
You can remove any unused categories that are not system-generated. Go to Course Management > Grade Center > Full
Grade Center. Select Manage >
Categories.
You can only delete categories
that have a check box area with
them and you should only do so
if the Columns area for that
category shows no associated
assignments. For systemgenerated categories with no
associated assignments, you will
delete those categories after
the migration to Canvas and
instructions will be provided at
that time.
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Milestone 2: Moving your content from Blackboard to Canvas
Exporting your course from Blackboard
In Blackboard, go to your course that you wish to export. This course should only be a
course that you have put through the pre-migration process outlined in Milestone 1 or
you will be needlessly bringing over unused documents and settings that could break
your course in Canvas!
In the Course Management menu under Packages and Utilities, select Export/Archive
Course.
The next step is to create an Export package of the course contents. This is not an
archive as it does not include students and their activity, only the learning contents of
the course.
Select Export Package which will open the Export Course page.
For the File Attachments, leave the default settings.
The area to focus on is where you Select Course
Materials. Do not Select All. The content which you
can bring is somewhat limited as not everything translates perfectly into Canvas from
Blackboard. The illustration on the left shows the items you can include in the export:







Content Areas
Announcements
Calendar
Discussion board (include only the forums)
Grade Center Columns and Settings
Tests, Surveys and Pools

Once you have selected the appropriate items, click Submit.
The export will take a few minutes to compile the zip file. After a short wait, use the
Refresh button to see if your new export file is ready.
Once your export package is ready, it will present as a link. Click the link to download
the zip file locally. Remember where you put it. If you are on an iGel on campus, you
may not be able to locate the Download folder. You will need to click to open the
folder and view the path for your download folder.
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Import your Course into Canvas
The next step is to import that Blackboard Export into a course shell in Canvas. The process is very easy in Canvas, you
just need to carefully choose where it goes. Open the empty Canvas course shell that will be the destination for your
Blackboard export package. This can either be a sandbox that you have created or, if your program uses an official
MASTER course shell structure, reach out to IDS to create the Master shell with the proper coding and naming
conventions.
Select Settings from the bottom of the course menu as shown on the left.
In the right side menu of Settings, select Import Course Content. The Import Content page has
several options:

Content type should be
Blackboard 6/7/8/9 export .zip file

Find your source export
which you saved locally on your
computer in the export process

Default Question bank should
be customized for this course so you
will be able to identify it outside of
your course. (Trust me, you’ll thank
me later!) Name it something like
ENGL1010_ONLINE

Select All Content

Then Import

The import of your content may take a few minutes. Once the import is complete, you are now ready to move on to
Milestone 3!
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Milestone 3: Verify and Fix Migration Issues
Your Blackboard course has now been migrated into Canvas. Now, we need to finish the fine-tuning of that
course to fit the flow of Modules in Canvas, as well as replace the content which did not come over in the
transfer.

Reorganize Modules
There are concepts in Canvas that are similar to Blackboard. Pages (similar to Blank Page and
Content Item) and Modules (similar to Folder) are Canvas terms related to navigation and
building content. You will need to review the organization, naming conventions and page
content within the modules for any necessary alterations or deletions. You may need to revise
or relocate information from other modules or Blackboard menu items such as Start Here or
Course Information. Review all content for any reference to Blackboard and edit as necessary.
To mimic the hierarchical structure of the Blackboard folders that your course previously had,
you have the option to create Text Headers or to indent elements within a Module. Common
organizational structure for Modules is to organize by the sequence you intend for the student
to complete the work (readings, assignments, quizzes). To move content within the module,
you can drag and drop by grabbing the 8-pack of dots with your mouse and dropping the
content into a new location.
Here are some useful links about Module in Canvas:
Canvas Modules
Adding Content to Modules
Adding a Text Header to a Module

Review Announcements
Course announcements that were created in Blackboard import with the course content into Canvas. Any imported
Announcements will appear to be from an unidentified user (US). Therefore, consider starting fresh with your
announcement rather than copying and editing previous Announcements. If you wish to use previous announcements,
consider copying them to a Word document to reference for future use when in posting the fresh announcements.
Review each announcement carefully to make sure you remove any reference to Blackboard.
Here is a link with further information about Announcements in Canvas

Review Course Links
As an instructor, you can verify all internal and external links throughout your course to ensure they are valid. You can
check these links using the course link validator, which searches through course content and returns invalid or
unresponsive links in both published and unpublished content. In the course menu of the desired course, click Settings
and Validate Links in Content.
For further information about Canvas Link Validator

Review Assignments, Discussions, and Quizzes
Assignments, Discussion, and Quizzes should easily import into Canvas, but you will need to review their content, add
due dates, select options for delivery, and publish them to ensure their availability to students. Imported quizzes may
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need to be edited and saved to work properly in Canvas. If you had images as part of your quiz/test questions, you will
need to relink the image to the question.
Other considerations for imported Quizzes include:
 Redesign question types that are not supported in Canvas such as Quiz Bowl, Hotspots, questions with images as
possible answers, and questions with rubrics for grading
 Add missing feedback for: True/False, Short Answer, and Essay questions
 Add letters to choices that rely on the A, B, C, D indicators (e.g., A and C are correct)
 Review extra credit questions and redesign in needed
 Adjust Question Set point values (if different than 1 point each)
 Add missing images back into questions that had images as possible answers
 Adjust File Response questions to the File Upload question type.
 Assignments, Discussions, and Quizzes do not appear to the students unless they are published.
Creating an Assignment
Creating/Editing a Discussion
Creating a Quiz

Rebuild Rubrics
Rubrics do not come over in the migration from Blackboard and will need to be re-created. Once made, your rubric can
be re-used for multiple assignments and quizzes. Below is an article which details how to create a rubric in your Manage
Rubrics area.
Create and Manage Rubrics

Prepare Gradebook
The Grades section provides access to your course gradebook for entering student scores and feedback, but you will
need to set up grading schemes, categories, and weighted totals under Assignments. You will need to review the
grouping of assignments for any necessary alterations or deletions. You can also create custom columns by creating a
new Assignment that has “No Submission.”
Using the Gradebook

Creating a FrontPage
You can choose to create a customized entry page for your course that provides you more control over the content
displayed to the students as they enter your course and provides navigational advice. Or you can set the entry page as
Course Modules, the Activity Stream or a Syllabus. Use the guide listed below to set your course entry point. IDS has
created a Front Page for each course which can be used as a Home Page. The Front Page includes a banner and links to
important information.
Setting your Course Home Page

View Course as a Student
After completing the setup process in your Canvas Master course, verify that your course is organized well and is
functioning as expected from a student’s perspective by using the Student View feature.
Using Student View in a Course
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Copying a Master Course into a Term Course
Once you are satisfied with your Master course and feel it is ready for student view, you can copy your Master into the
term course which students will see. The copy process in Canvas works backwards than in Blackboard, meaning that you
go to the term course and select to import from the Master. The steps are:
1.
2.
3.
4.
5.

Go to your term course
Go to Settings in the course
On the right side, select Import Course Content
At Content Type, select Copy a Canvas Course
At Search for a course, begin typing the name of the course you are copying from (If your program uses official
Master shells, our naming convention makes it simple. Just type the program and level without a space
between. Example: SOCI1010)
6. At Content, select All Content
7. If there are dates set in the Master, select Adjust events and due dates
8. Select Import
The import process will bring in the content from the master. When it is complete, you should verify and further adjust
dates in the term course. Here is an article that discusses how to adjust events in the Calendar: Edit Event in Calendar
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Pre-Deployment of Live Course Checklist
Now that you have copied your course into your live term course for students, it is time for a final check of the contents
before you launch it. We in IDS will not presume to dictate the structure or content of a course, but here is a checklist of
some questions to ask as you view your course to understand the student’s perspective:
Navigation/Content
☐ Is there a Start Here module/instructions?
☐ Does your course have an updated syllabus?
☐ Have you set a home page? (Did you see the Front Page we provided?)
☐ Have you altered/reorganized the course menu? What do students need to see? What shouldn’t they see? (Files,
Pages, Collaborations, Conferences, etc.)
☐ Do modules flow in a way that makes sense? Is there a logical learning path?
☐ Are you effectively using modules/headers/pages within Canvas?
☐ Are there PowerPoints? Have you considered a PDF instead which will load much faster?
Assignments
☐ Did you select the proper submission method for your assignments? (text, file upload, etc.)
☐ Do assignments have instructions? If you had a handout document, you may need to re-attach it!
☐ Are due dates set for assignments? (Without due dates they will not appear in the Syllabus, To-Do list, Calendar, etc)
Quizzes
☐ Are due dates set for quizzes?
☐ Have you verified that your quizzes have all the questions and function properly?
☐ Do quizzes have instructions?
☐ Did you set time limits/attempts on your quizzes?
Discussions
☐ Are points set for discussions?
☐ Are due dates set for discussions?
Final Preparation
☐ Is the course and content PUBLISHED?
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Contact Us
If you have questions about the processes and procedures discussed in this document, please contact:
MCC Canvas Support
Email: canvas@mccneb.edu
Phone: 402-622-2834

10 | P a g e

