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Exporting Courses from Blackboard

Blackboard courses can be exported for storage for future access to course materials. This is necessary
because the Blackboard system cannot hold all old courses forever. Exporting the course materials
allows you to have future access to those course materials independent of access to the Blackboard

system.

It is strongly recommended that you export your Blackboard courses at the end of each term after the
term is complete and you have made your course unavailable to students.

The procedure for exporting a course is simple. Once logged into Blackboard, go to the ‘Courses’ tab and
select a course for which you are an instructor, then follow these steps:

1. Onthe left side, in the section ‘COURSE MANAGEMENT’, click on ‘Packages and Utilities’:

COURSE MANAGEMENT
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2. From the ‘Packages and Utilities’ section, click on ‘Export/Archive Course’:

-‘rw*:z‘:ﬂ; ANAGEMEN
i

# Control Panel

ExportfArchive Course

AR

_— =
Ll W agn e R

Import Package / View Logs
ove Files to Course Files

AN

R

l“ml

’

3. The ‘Export/Archive Course’ window will display, click on ‘Export Package’:

Export/Archive Course

Export Course creates a package of course
created. Export Common Cartridge creates

Export Package Archive Course
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4. The ‘Export Course’ window will display. Scroll down to 'SELECT COURSE MATERIALS
(third section) and click the Select All button, or select only the course materials you
wish to include in the export:
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Select materials to include in the export package. For a package to se

Select All Unselect All

# Content Areas

« Home Page
! Information

| Content

<

#| Adaptive Release Rules for Content

Y

Announcements

£y

Blogs

Calendar

Iy

3]

Collaberation Sessions

¥ Contacts

Y

Content Alignments
|| Discussion Board

@ Include starter posts for each thread in each forum (anonymized)

> Include only the forums, with no starter posts

[ T

5. Click on ‘Submit’ in section ‘4’:

S swomie


rdriedger_ITS
Rectangle


6. The export operation will run in the background. You will receive an email at the address that is
attached your Blackboard account (normally your St Clair staff email account) when the
export operation is complete. You may receive error messages if you have requested to export
materials for which your course does not have any content, this is normal. Once you receive
this email, click again on ‘Export/Archive Course’:
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7. The main window will update, and you will see the export you requested. Click on the export
file to download it to your PC:
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File Name

ExportFile_Q42015-TEST_20161007105725.zip

8. Once saved to your PC, you may copy to a flash drive, burn to a DVD, or store in your ‘T’ drive
for future use.
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