
Control Panel: Copy & Archive 
Goucher College 

 
Access to Course Options 

 
From the 
Announcements 
page 
 
Click on the 
Control Panel link 
 
 
 
 
Note: You should 
be in the course you 
would like copied 

 
 
Inside the Control 
Panel 
 
Look for the 
Course Options 
area 
 
Note: This module 
will explain Course 
Copy, Archive 
Course and Import 
an Archived 
Course. 

 

Course Copy 
 
Click on the 
Course Copy link 

 
 
The Course Copy 
page opens 
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Copy Course 
Materials into a 
New Course is not 
available to 
instructors 

 
 
Copy Course 
Materials into an 
Existing Course 
adds to an existing 
course, materials 
from another 
course.  

 
 
Select Copy 
Course Materials 
into an Exiting 
Course 

 
The Copy Course 
Materials into an 
Existing Course 
page opens 
 
Browse to find the 
course to which you 
want to copy the 
content. 
 
Or you may type 
the course ID if you 
have it (i.e. 
ED_677_001_06FA). It 
needs to be an exact 
ID for it to work. 
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You may search by 
Course ID, 
Instructor, or 
Name/Description 
 
To search by 
instructor: 
1. Select the 
Instructor button 
2. Type the 
instructor’s last 
name in the search 
field 
3. Click on Search  
4. Click Select 
from the list of 
courses, to select 
the desired course  
 
Select the course 
materials to copy 
 
Click Submit 

 
 
A Receipt is given  
 
Click OK 
 
You will get an 
email when the 
process is complete. 
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Archive Course 
 
Click on  
Archive Course 

 
 
The 
Export/Archive 
Manager page 
opens 
 
Click on 
Archive 
 
Note: Export is 
only used to 
export some 
parts of a course 
to another 
course.  

 

 
The Archive 
Course page 
opens 
 
Click Submit 

 
 
A Receipt is 
given. An email 
is sent when the 
process is 
complete.  
Click OK 
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Example of an 
email 
confirming the 
Archive 
Process. 
 
To download a 
copy, go to 
Control Panel, 
then Archives.  

 
 
The archived 
copy is saved in 
the 
Export/Archive 
Manager. You 
may not see the 
contents, but 
you can upload 
the file to a new 
course shell. 
New shells are 
created by the 
system’s 
administrator.  
 
Note: Courses 
are kept on the 
server, and most 
of the time you 
will use only the 
copy function.  

 

 
To save the 
content to your 
hard drive, 
Right click on 
the archived file 
and select Save 
Target As to 
save a copy to 
your desktop.  
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Select Desktop, 
and Click on 
Save 
 
Note: The 
archive is a zip 
file.  

 
 
When the 
download is 
complete, click 
on Close. 
 
Note: This file 
can only be used 
to upload its 
content to a 
Blackboard 
course.  

 
 
Click OK to exit 
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Import 
 
From the 
Control Panel, 
Course Options, 
select Import 
Package. 
 
Note:  You need 
to be inside the 
shell (course) to 
which you need 
to upload the 
content of the 
archived course. 

 

 
The Import 
Package page 
opens. 
 
Click on 
Browse to 
locate your file 
 
The Choose file 
window opens. 
 
Select the file 
and click Open  
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The selected file 
appears with the 
correct path to 
be uploaded. 
 
Select all the 
materials to 
include in the 
import process. 
 
 
Click Submit 
 
Note: Archives 
are files that 
contain 
everything at the 
time the course 
is archived.  

 
Recreate Instructors do not have access to the Recreate feature suggested in the above page.  
Archive The Archive feature is useful if instructors need to keep the content of a course that 

is going to be deleted from the Blackboard System.  
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