
How to Share a Connect Course Section

Note: A user can share their Connect Course section from two places. 

Step 1: Login and Navigate to My Courses 
From the My Courses page, locate the section you would like to share. 



  
 
 

Step 2a: Share from My Courses 
On the My Courses page, locate the Share icon menu next to the section you wish to Share. Click on the 
Share icon, and the Share panel will open on the right side of your screen. Skip to Step 3. 

 

 
 
 

  



  
 
 

Step 2b: Share from Manage Assignments 
Alternatively, you can share your section from the Manage Assignments page. After clicking on the desired 
section from the My Courses page, you will land on the Manage Assignments page. On the Manage 
Assignments page, locate the three dots (More options) menu from the top right. Click the three dots, and a 
dropdown menu will appear with additional options. Click Share section. Go to Step 3. 
 

 
 

  



  
 
 

Step 3: Share Section 
A panel will open showing Share at the top along with the name of the section you are sharing. In this panel, 
choose whether to share a restricted copy or an unrestricted copy of the section, then select the option that 
best fits your needs to continue. A restricted copy will limit what the secondary instructor can do with the 
copied section. An unrestricted copy will create a completely independent copy with no lasting ties to the 
primary section.  

 

 
 

 
  



  
 
 

Content update option for shared course 
If an update is available for the course section that you are sharing, you will see a prompt that says, “Content 
updates available for unrestricted copy.” This message means that you can update the copied section to the 
latest release to receive the most current and relevant content when you share it. The option will appear as a 
checkbox. Leave it checked to include the update or uncheck it if you prefer not to include the latest 
content. Click on the Continue button located in the bottom right-hand corner to proceed with sharing the 
section.   
 

 
  



  
 
 

Step 4: Add recipients 
After clicking Continue, you will be taken to a screen with the Share Section button at the bottom right and the 
course name displayed at the top. In the center of the page, you will see a blue button labeled Add 
Recipients. Click on Add Recipients to continue.  
 

 

 

 
  



  
 
 

Step 5: Enter section recipients 
Once you click Add Recipients, a window titled Enter Section Recipients will open. In the “Enter Connect 
emails” box, enter the email address of each instructor you would like to share the course with. Make sure to 
use the email they use to log in to Connect. You can enter one email per line or separate multiple emails with a 
comma. When you are finished, click the Continue button in the bottom right-hand corner to proceed.   
 

 
 
 
 
  



  
 
 

Step 6: Review and finalize sharing   
After you enter the email address(es) and click Continue, you will see the instructor’s name(s) and 
additional details. From this page, you can add additional instructors or remove any if needed. Once you have 
finished reviewing and confirming the information, click Share Section in the bottom right-hand corner to 
complete the process.   

 

 
 
 
 

  



  
 
 

Step 7: Confirm the section has been successfully shared 
Once you click Share Section, a confirmation message will appear in the top right-hand corner of the screen in 
green, indicating that you have successfully shared the section. It will also display the name of your section. 
The message will automatically disappear after a few seconds, confirming that your section has been 
successfully shared.  

 

 
 

 

  



  
 
 

Step 8: See shared sections   
After sharing a restricted copy, you will be able to see which sections you’ve shared and with who from 
Manage Instructors. To review, click Manage Instructors from the left-hand menu of the Manage Assignments 
page. 

 

 
 

 
From the Manage Instructors Page, click on the Shared Instructors tab to see all sections you’ve shared and 
the instructors you’ve shared them with. 

 

 

 




