Creating a Back-up of My Course

The Export Course feature creates a package of the course content that can be stored for safekeeping or later be imported
into Blackboard and used to teach another course with the same content. This is not the same nor does it replace the Course
Copy feature. It is important to note that Export Course does not include any user information with the course—it only
includes the content of the Course. Therefore, Export Course is useful when course materials will be reused later to teach a
new set of Students. If you want to include all students and their work, choose ARCHIVE COURSE. The process is the
same. It will not delete the content in the course. This back up cannot be edited outside of Blackboard.

Step 1: Click on the “Control Panel” button (at bottom left of screen).

Step 2: Click the Export Course link in the Course Options area of the Control Panel.
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Step 3: Choose either Export or Archive depending on whether you want students and their work included.
Archiving your course includes students and their work/grades

Export includes: Only instructor created or publisher content and not
students or their grades/work

' Archiving includes all instructor or publisher course content and
students and their work/grades.

EP Export @& Archive

SWC Online Learning Series | Online Learning Center



Step 4: Choose the content you want to export [EXPORT COURSE].

MY SWC COURS!

LEBECH BARED COURSE TEMPLATE (0FA_TEMPLATE 10 » COMTROL PANEL » EX

m Export Course

@ Course Selection
" Sowrce Coursa 1D 05FA_TEMPLATE_102
@ Select Course Materials
Seloct matorials to include in the export package. For a pil
Clcontent
[] Syllabus
[ Course Information

CLectures

[ Course Documents
[ Assignments

[ Books

[ External Links

Adaptive Release rules for content /

[l Announcements
[ catendar
CICalaboration Sessions

Cloi Hoard

[ Early Waming System Rules
[ Glossary
[l Grade Center Columns and Settings ~———_|

[ Group Settings
] Settings
(] Staff Information

[ Tasks
] Tests, Surveys, and Pools
€ Submit

Chck Submit to finish, Click Cancel 1o quit
" Reguired Fiekl

MY SWC COURSES FACULTY SUPQ

LESSON BASED COURSE TEMPLATE (D5FA_TEMPLATE_102) > CONTROL PANEL > EXPORT/ARCHIVE >

313 Archive Course

@ Course Selection
" Source Course ID 05FA_TEMPLATE_102 _____ ———— |
[¥] Include Grade Center History (Increases file size and processing time)
© Submit
Click Submit to finish. Click Cancel to quit
" Required Field

Content includes: All of this section which my appear different

depending on how your course | configured. Click on the CONTENT
checkbox to automatically check all of the course content listed below

Course Settings Include: Course Entry Point,
Navigation buttons, Tools, and Communication areas.

Discussion Board Includes: the Discussion
Forums but not the messages.

Grade Center includes the columns but
not the students or the marks.

Groups Include: The Group Names
and Discussion Forums but not the
Group Members.

Tests, Surveys and Pools include all
deployed and un-deployed.

This is the different screen you will see when
you choose ARCHIVE instead of EXPORT
course

1 Notice it lists your Course ID and defaults with

the checkmark in the “Include Grade Center
History” box (recommended).
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Step 4: Click Submit . 34bmit )

This will be your receipt of the process:

Southwesten - & - SoLthnesternibollege
CHUERSEqEE . 7 TEb it A

MY WELCOME PA MY SWC COURSES FACULTY SUPPORT MY ORGAN

LESSON BASED COURSE TEMPLATE ([04FA_TEMPLATE_10Z) » CONTROL PANEL » EXFORT/ARCHIVE » EXPORT COURSE

/© Archive Course

ﬁ Export Course
This: sction has: been succassiully queved. An email will be sant when the process is complete
This action has been successfully queued. An email will be sent when the process is complete.

Wity oty 04, 2008 18821 PU FOT

Wednesday. July 18, 2008 3:51:29 PM POT

Step 5: To find your course export or archive go back to your control panel and click on either archive or export
course (steps 1-3 above):

outhesteitol=od] sen

ELC FACULTY SUPPORT M HIZATIONS  ONLINE LIBRARY wes apvisor  [ESEEUEER

LESSON BASED COURSE TEMPLATE (DOFA_TEMPLATE_120) » CONTROL PANEL » EXPORTIARCHIVE
Export/Archive Manager

B Export @@ Archive

ExportFile_05FA_TEMPLATE _102_2008!
ArchiveFile_0D5FA_TEMPLATE_102_2008071603

z THEMS 352 PM
Nzp THENS 355 PM

Click on REMOVE
. o if you decide not to
Click on the export or archive file link, choose SAVE download the file

from the pop up window, and save it a secure place on
your computer hard drive

FilzUninleed B

Do you want to open or save this file?

& Name: ...rifile_05FA_TEMPLATE /102_20080716035129.zip
Type: WinRAR ZIP archive, 17,
From: sweed.blackboard.com

Open I [ Save I I Cancel ]

[¥] Always ask before opening this type of file

=% While files from the Intemet can be useful. some files can potentially
e ham your computer. i you do not trust the source, do not open or
save this file. What's the rigk?
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