
How do I copy an event to other sections of my course 
after I’ve already created the event? 
 
Navigate to your course by expanding the Personal section and clicking on My 
Courses.   
 
Click on the course number of the course you want to edit. 
 

Click on the Events  tab. Navigate through the calendar until you find the 
event you wish to copy.   
 
You will NOT be able to edit individual events if you click on the Show All 

 button.  If you have clicked the Show All button, click on the back 
button in our browser to go back to the Events Calendar and navigate to the event you want to 
copy.   
 
Click on the event itself that you wish to copy, not on the date of the event. Once the event has 
opened, you should see an option that will allow you to Duplicate Event In another section.  
Select the checkbox of each section you would like for this event to appear and click Submit. 
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