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How to...Backup Your Course

COURSE MANAGEMEHNT

Reminder: Backup (Archive) files are stored in a compressed format. You are
not able to view a backed up course unless it is installed in a course shell e ——
within Blackboard. Course Links

Evaluation

Users and Groups

1. Open the course that you would like to back up. Then navigate to the

Customization

Control Panel. # Packages and »
Utilities
Check Collection Links
Course Cop

Exportirchive Course

. s | no Cartrid
2. Click Packages and Utilities to expand the menu. mbort Fackane e

3. Click Export/Archive Course link. Log

Recycle

Help

4. Click the Archive button at the top for the page.

expor | e |

5. If you use the Grade Center and want to retain the grades, make sure to check the box for Include
Grade History.
6. The following additional settings are recommended.
a. Course Files Default Directory: Copy links and include copies of the files in the course
default directory which copies the Content Collection files into the archive
b. Files Outside of the Course Default Directory: Copy only links to files stored outside of
the course default directory which does not attempt to copy files outside the course.
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Archive Course

Archive Course creates a permanent record of a course including all the content and user interactions available atthe time the Archive is initiated. More Help

1. Select Copy Options

“ Source Course 1D TRCC-kbarfield-5U2012-1

Include Grade Center History (Increases file size and processing time)

o File Attachments

Chaose between copying only the links to files or the links and new copies of every file attached within the course. Click Calculate Size to make sure that the package size does not exceed the limit

N

Capy links and include copies of the files in the course defaull direclory ae——————
Capy only links 1o course default directory files

Course Files Default Directary

Files Outside ofthe Course
Default Directory

Copy links and include copies of the files outside of the course default directory
Copy only links 1o files stored outside ofthe course default GIreCory - gmmm—

Package Size Calculate Size \ Manage Package Contents \'.___‘-

3.
Click Submit to proceed. Click Cancel to quit

7. You can select the Content Collection files to be captured in more detail if you click the Manage

Package Contents button.

.
& Blackboard Learn - Google Chrome S — — — —— -E‘_g
https:/ wet-learn.blackboard. /webapps/cmsmain/excludefolderpicker/?multipicker=truedcourse_id=_20640_1&displ:
o
Select current directory (TRCC-kbarfield-SU2012-1)
 Content Coll O ! ) fl
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8. If you successfully submitted the archive, you will receive a message at the top of the Export/
Archive page.

Success: This action has been gueued. An email will be sent when the process is complete.

E Export/Archive Course

9. When the Archive is complete, you will receive and email.
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From: Blackboard Administrator <S0-BlackboardAdmin@Commnet.edu=
Tao: Barfield, Kem
Ce:
Subject: Archive: TRCC-kbarfield-SU2012-1 [commnet-learn.blackboard.com]
I T T e

Archive: TRCC-kbarfield-SU2012-1

The operation has completed. The file may be downloaded from the Control Panel.

The results of the process are shown below.

Status: The operation archive has completed.

10. When you do, return to the Export Archive page. You will see a file that begins with the text
“ArchiveFile” followed by your course ID. Right-click the file and then from the resulting menu left-
click Save link as (Firefox and Chrome) or Save Target As (Internet Explorer). For Safari on Macs
simply click the file name.

Open
Packages and Utilties - Export’/Archive Course OpEI‘l irl NEW Tatl

Cpen in Mew Window
Save Targek As, .,

Export/Archive Course

Export Course creates a package of course content that can later be imported into the same course Prink Target
a package that can be shared across learning management systems. You must have the proper pe|
File Name
<| ArchiveFile TRCC-kharfield-5U2012-1 3 Copy Shortout

Open link in new tab
Open link in new window

Open link in incognito window

e All Accelerators 3
copy incasaress add to Favorites., .,
Inspect element

Propetties

11. Choose a place on your hard drive or USB flash drive to store the file.
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