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Blackboard Learn - Export/Import Course Content

This document describes how to use Export/Import to bring existing course content into your new
course.

There are four main sections to this document:
e Export Course Files
e Download the Export File
e Import Course Files
e Export and Import Tests and Pools

Follow these instructions carefully as there are important settings to be aware of. The
Export/Import process will not create an exact replica of your course. When you have
completed importing your course, you will have to edit some of the content such as course
menu and date settings in the destination course.

Export Course Files

Course Management

Control Panel Step 1

Content Collection In the source course that you want to export content from, find the
Course Management — Control Panel area, choose Control Panel >
Packages and Utilities > Export/Archive Course.

The Export/Archive Course page appears.

Course Tools
Evaluation

Grade Center
Users and Groups
Customization

Packages and Utilities

Bulk Delete

Course Copy
Export/Archive Course
Import Course Cartridge
Import Package / View Logs
Manage LTI Links

Move Files to Course Files

Help

SteP 2 Export/Archive Course
In the Export/Archive Course page, choose Export Package. /
The Export Course page appears. Export Package ®  Archive Course



Step 3
In the Export Course page (see graphic below), consider the following:

a. This is the ID of the course from which you will export content.
b. Important: Under File Attachments, choose the default options;
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e  Copy links and include copies of the files in the course default directory
e  Copy links and include copies of the files outside the course default directory

SELECT COPY OPTIONS

Source Course ID 11111 !

FILE ATTACHMENTS

Course Files Default Directory (") Copy only links to course default directory files

Dpy links and include copies of the files in the course default directory

Files Qutside of the Course

() Copy only links to files stored outside of the course default directory
Default Directory -

Dpy links and include copies of the files outside of the course default directory

Package size Calculate Size Wanage Package Contents

Note: Use the “Calculate Size"” option to determine if your export package is below
the 500 mb size limit. If the size exceeds 500 mb, then use the "Manage Package
Contents”, which opens a separate window that allows you to deselect files from the
exportpackage.

Step 4

Under Select Course Materials (below), consider the following:

a) Choose the course materials that you want to includein the course
export package only, not all.

b) IMPORTANT: If Assignments or Test, Surveys and Pools are selected, then
also select Grade Center Columns and Settings. Failure to select the Grade
Center Columns can result in problems with Assignments in the
destination course. It is recommended that the tests, pools and
assignments are exported, and imported to the new course separately.
Please see the last section of this document.

Note: Existing Student Grades will not be copied.

c) If you export the Discussion Board, then consider selecting “Include only the
forum with no starter posts”. This will exclude the first student posts.

d) The “Settings” checkbox is optional. Be aware that selecting this option can
cause duplication of folders and files in the destination course.

e) The Navigation Settings, under Settings, exports the settings for the course
Entry Point as well as, the selected style for the course menu and
content menu.

SELECT COURSE MATERIALS _
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Step 5 \

Click Submit to export this course with these settings. The

Export/Archive Course page displays a “Success” message. Cance
Step 6

After the selections for Export Course are submitted, the system creates the Export package. A
banner message appears indicating the status of the action.

In several minutes, you will receive an automated email from the Blackboard Admin letting you
know the Export file is available to download. This email also contains messages regarding
problems it encountered exporting any content.

Download the Export File

Step 1

After you receive the email, you must download the Export file to your local computer. From
the source course go to the Control Panel > Packages and Utilities > Export/Archive
Course. The Export/Archive Course page appears.

Step 2
In the Export/Archive Course page, click on the Export File link and download the file.

The export file is a “ZIP" file and must be downloaded as a “"ZIP” file. Do not open or change the
contents of this file.

Be careful how you download the “ZIP” file because some processes will change the file extension
to “txt” and will not properly import your course content. Each operating system and Internet
browser combination will have its own menu list and associated action, although the end result is
the same.

Export/Archive Course

Export Course crex Course content thot con fote

0 the S0me Course or 0 different course. Archw

Cartnidge creates 3 learming management 5. You must hove the proper permyssions to perform th

Opening ExportFile_111111_20201117113235.zip X

You have chosen to open:
{ ExportFile_111111_20201117113235.zip

which is: Compressed (zipped) Folder (2.5 KB)
from: ...-central-1-prod-fleet01-xythos.content.blackboardedn.com

Retresn

What should Firefox do with this file?

\ () Openwith | Windows Explorer (default) w

oo this automatically for files like this from now on.

oK Cancel

Save this Export file making note of the file name and location where you save it.

Note: Do not unzip an Export package or remove files from the package, otherwise
the package will notimport correctly.
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Import Course Files

Course Management Step 1

control Panel In the course to which you want to import content, go to
P Control Panel > Packages and Utilities > Import Package
Course Tools / View Logs. The Import Package / View Logs page appears.

Evaluation
Grade Center

Users and Groups

Import Package / View Logs

customization Step 2 Import a package file of course content for use
Packages and Utilities In the Im pO rt Package pag e, CliCk Import also listed on this page. You must have the prog
iszrD:f::y Package. Additional detailed options appear

Export/Archive Course in the |mport Package page. Import Package a—

Import Course Cartridge
Import Package / View Logs
Manage LTI Links

Move Files to Course Files

Help

Note: An Import package is a .ZIP file of exported Course content. Importing a
package copies the content of the package into the existing Course. Import packages
do notinclude user enrollments or records, such as discussion board posts and
student test or assignment attempts.

Consider the following options in the detailed Import Package page;
a. This is the ID of the course to which you will import content.
b. Use Choose File to locate and select the Export file (ZIP extension) you downloaded earlier.

SELECT COPY OPTIONS

* Destination Course ID ERERRE! ¢—®

SELECT A PACKAGE

SELECT COURSE MATERIALS @—

Click Browse to locate the course package: Selzc Al Ui

e
Uploading large packages may take a long time.

() Adaprive Release Rules for Content
Select a Package T — [0 Announcements
[ Blogs

[0 Calendar
O Contacts
() Content Alignments
Discussion Board
(O Include starter posts for each thread in each forum (ananymized)

@ Indlude only the forums, with no starter pasts

See the visual on the right:

a. Under Select Course Materials, select the options

() Retention Center Rules

for course materials you want to include in the o

course import. e
b. Selecting the Settings checkbox is optional. Select P

the options that you included in your export. O Norganonsenge

(] Tasks

Tests, Surveys, and Pools

1 Wikis

Important: It is recommended that the tests, pools and assignments are exported, and
imported to the new course separately. Please see the last section of this document
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c. Click Submit to import this course with the selected settings. S
After the import is finished, you will receive an email listing any issues that occurred. These can be
warnings or errors. Review the email message to determine if action is required.

Note: You may need to refresh your browser/course page in order to see your imported
documents.

Export and Import Tests and Pools

Export

Step 1

Course Management

Control Panel

Content Collection In the source course that you want to export content from, find the Course
elolion Management — Control Panel area, choose Control Panel > Tests, Surveys, and
P Pools, Tests, Surveys, and Pools page appears.

Attendance
Blogs
Contacts
Content Market Tools
Course Calendar
Z::'rs: :”:M:ﬁ:: Tests, Surveys, and Pools
Dadle Management

ion Board

Goals

Journals

McGraw-Hill Higher

Education Step 2
Mictosoll Tearns

Mobile Compatible Test List

Click on the option you want to export. Tests or ey
?ell and P_eer AssEssIne PooIS. sfua‘g’r;.‘pe.ﬁ.f'armamr&. Surveys must be
Sand Email
Tanks

Tests, Surveys. and Pools Pools

Pools are sets of questions that can be

Test or Survey.

Tests
Tests are a means of assessing student performance. You have the
Step 3
Build Test Import Test
Click on the menu options icon next to test that you want to
NAME - export.
Fenser MbTER Ex"‘“”C) Select Export to Local Computer.
Edit

T |

Export to Content Collection
Copy

Item Analysis



Step 4

Opening Test_ExportFile_148999_EBA567 MIDTERM EXAM.zip

You have chosen to open:
_ Test_ExportFile_148999_EBA567 MIDTERM EXAM.zip

which i Compressed (zipped) Folder
from: https://fieu.blackbeard.com

What should Firefox do with this file?

ngen with | Windows Explorer (default) ~

I@Eéave File | |

[ Do this automatically for files like this from now on.

oK Cancel
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X The download window will differ depending on the
browser you are using. Make sure to which folder
the zip file has been downloaded to. Usually it is

saved in the "Downloads” folder.

Import

Course Management

Step 1

Control Panel
Content Collection

Course Tools
Achievements
Announcements
Artendance

Blogs

Contacts

Content Market Tools
Coursa Calendar
Course Messages
Course Portfol

Dale Manageimnent

McGraw-Hill Higher
Education

MiLiusull Tedins

Mobile Compatible Test List

Step 2

d Peer Assessinernil
Send Email

Pools.

Tasts, Survays, and Pools

Tests

Tests are o means of ossessing student p

Step 3

Build Test Import Test

Step 4

Click the Browse Local Files button, select the
zip file you downloaded earlier from your

computer, then click the Submit button.

In the course to which you want to import content, go to
Control Panel > Tests, Surveys, and Pools.
Tests, Surveys, and Pools page appears.

Tests, Surveys, and Pools

Tests

Tests are sets of questions that are gra

fold!
Eraded.

Click on the option you want to import. Tests or

surveys

before students can take the tes

Surveys are not graded, and student re

Pools

mance. Surveys must be

Pools are sets of questions that can be

Test or Survey.

Click on Import Test button from the page appears.

TEST IMPORT

Click Browse to [ocate a file to import.

sioch Dl

Browse Local Files Browse Content Callection

Click Submit to proceed.
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