Control Panel: Copy & Archive
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No announcements found.

Note: You should
be in the course you
would like copied

@ Contral Panel
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Course Options

Inside the Control
Panel

Look for the
Course Options
area

Note: This module
will explain Course
Copy, Archive
Course and Import
an Archived
Course.
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Course Design
Manage Tools

Settings
Recycle Course

Course Copy
Import Course Cartridge

Import Package

Export Course
Archive Course

Course Copy

Click on the
Course Copy link

Course Options
Manage Course Menu

Course Design
Manage Tools

Settings
Recycle Course

Course Copy

Iﬂgﬁuume Cartridge
Imp ackage

Export Course

Archive Course

The Course Copy
page opens

SPEC PROJCT SEWPRACTICUM IN TCHR LEADSHP IN TECH | > CONTROL PAMEL » COURSE CORY

[] Copy Course

P Copy Course Materials into a New Course

P Copy Course Materials into an Existing Course
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SPEC PROJCT SEWPRACTICUR [N TCHR LEADSHP IMTECH | > CONMTROL PAMEL » C©

Copy Course [Ed cCopy Course
Materials into a
New Course is not IP Copy Course Materials into a New Course I
{:lvailable to P Copy Course Materials into an Existing Course
Instructors
SPEC PROJCT SEMYPRACTICUM IM TCHR LEAOSHP (M TECH | » COMTROL PAMEL » ©
Copy Course

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

[l Copy Course

P  Copy Course Materials into a New Course

P Copy Course Materials into an Existing Course

Select Copy
Course Materials
into an Exiting

SPEC PROJCT SBWPRACTIC U W TCHR LEADSHP IM TECH | » CONTROL PAMEL » C

[Ed Copy Course

Course P Copy Course Materials into a New Course
P Copy Course Matelr.lr':als into_an Existing Course
The Copy Course | [E[J] Copy Course Materials into an Existing 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.

Appropriate privileges are needed to copy materials to a destination.
@ Course Selection

" Destination Course ID

Browse. ..




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

4 3 http://blackhoard.goucher.edu - Search for Courses

HEE

Select the course
materials to copy

Click Submit

@ Copy Course Materials into an Existing Course

Appropriate privileges are needed to copy materials to a destination
@ Course Selection

" Destination Course ID COM_257_001_0BSP H Browse. ..

@ Select Course Materials
Content
[ Syllabus
[ course Documents
[ Assignments

=3 [External Links

[ Adaptive Release rules for content
User criteria will not be captured if Enrollments are not included

[JAnnouncements

[ Calendar

[ Coltaboration Sessions

[ Discussion Board

[ Glossary

[] Gradebook ltems and Settings

[ Group Settings

[ Settings

[ Staff Information

[Tasks

[OTests, Surveys, and Pools
© Enroliments

[ Enroliments

Copy enrallments for all users in the course. This option does not copy user records in the course, such as grades
User recards are only copied with Exact Copy.

O Submit
Click Submit to finish. Click Cancel to guit

Cancel Suberit
) sty

Search by: O Course ID @& Instructor 0 Name/Description
|Va| | Search ‘ ‘
Created in Last: & All Courses O Month O Day
- - - - v
Course 1D Course Hame Created Instructur
Username| Hame
COM_257_001_06SP Intercultural Communicatn Mov 30, 2005 advald0d :ill}iana
ED_G774_001_0BSU Spec Projct SemiPracticur in Tchr Leadshp in Tech | May 8, 2006 advalond ‘;i'hana g
liveclassronomOn1 Horizonwimba Jul 27, 2005 adval0o :illhana Select
< | &
| ® Internst

A Receipt is given
Click OK

You will get an
email when the

process is complete.

SPEC PROJCT SEWYPRACTICUR (M TCHR LEADSHP IN TECH | » CONTROL PANEL * COURSE COPY » COPY COURSE MATERIALS INTO AH EXISTING COURSE

%¢ Course Copy

This course copy action has been successfully queued. An email will be sent when the process is complete

Friday, September 22, 2006 1:30:24 Phi EOT

o




Archive Course

Course Options

Click on Manage Course Menu Course Copy

Archive Course Course Design Import Course Cartridge
Manage Tools Import Package
Settings Export Course
Recycle Course Archive ﬁCuurse

i

SPEC PROJCT SBWPRACTICUNM IN TCHR LEADSHP IN TECH | > CONTROL PAMEL » EXPORT/ARCHIVE

’x Export/Archive Manager

The
Export/Archive
Manager page
opens & Export [§@ Archive

Click on

. Mo packages exist for this coorse,
Archive _—

oKk )

Note: Export is
only used to
export some
parts of a course

to another

course.
EQ Archive Course

The Archive

Course page @ Course Selection

opens " Source Course 1D ED_G77A_(01_DGSU
@ Submit

. . Click Submit to finish. Click Cancel to quit.
Click Submit " Required Field

Carneel Submit
Y

& Archive Course
A Receipt is
given. An email

This action has been successfully quened. An email will be sent when the process is complete

iS Sent When the Friday, $eptember 22, 2006 1:53:53 Ph EDT
process is —H
complete.

Click OK




Example of an
email
confirming the
Archive
Process.

To download a
copy, go to

Control Panel,
then Archives.

Archive: ED_677A_001_065U

franwhite@goucher edu
To: Val, Adriana

To: adriana wval

irchive: ED 6774 001 065U

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

Panel.

The results of the process are shown helow.

Zep 22, 2006 1:54:068 PM - Status:

The operation archiwve has completed.

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.

SPEC PROJCT SBWPRACTICUR IN TCHR LEADEHR IN TECH | » CONTROL PANEL » EXPORT/ARCHIVE

‘x ExportfArchive Manager

EP Export Archive

filewame ___________________________________[teCreated 1

ArchiveFile ED BT7A 001 065U 20060922015352 7ip

9/221061:54 PM Loy Detailed Log

oK )

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.

SPECIAL PROJECTS » CONTROL PAMNEL » EXPORT/ARCHIVE

% Export/Archive Manager

B Export Archive

ArchiveFile ED B7Y 001 D6ZP O0RTO0Y102704 7in
Dpen
Cipen in Mew Window

Print Target

Copy Shorkcut

Add ko Favorites. ..

Convett link target ko Adobe PDF
Carvett link target ko existing PDF

Propetties

DateCreated | | | ||
10§9106 10:27 A Log Detailed Log

OK )




Select Desktop,
and Click on
Save

Note: The
archive is a zip
file.

Sove s 2|
Save in: | @ Desktop w =
1 IB My Docurnents

@ j My Computer

My Recent 'QMV Mebwork Places

Documents Iﬂﬁ Geadmin
@ I5) Template
Desklop

My Documents
My Computer
File name: |iveFiIe_ED_B?F"_DD‘I_EISSP_2EIDB1 009102704 » | Save
by Network, Save as type: | Compressed [zipped) Folder v | b"

When the
download is
complete, click
on Close.

Note: This file
can only be used
to upload its
content to a

Download complete

Download Complete

Saved:

W01 _0BSP_20061009102704. zip from blackboard,.goucher, edu
[------------------------------------------d
29.6 ME in 33 sec

. AarchiveFile ED_677_001 06SP_2006100910270
920 KB/Sac

Downloaded:
Download ko
Transfer rate;

Blackboard [ ] Cloze thiz dialog box when download completes
course.
[ Open J [ Open Folder ] L Cloze
rl
SPECIAL PROJECTS > CONTROL PANEL > EXFORT/ARCHIVE
Click OK to exit | %¢ ExportfArchive Manager

B Export Archive

Fileame gt Created

ArchiveFile ED 677 001 06SP 20061009102704 zip

1009006 10:27 Al

Log Detailed Log

5o




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.

Course Options

Manage Course Menu

Course Copy

Course Design
Manage Tools

Settings

Recycle Course

—lmpaort Course Cartridge
Import Package
=po

Urse
Archiv urse

The Import
Package page
opens.

Click on
Browse to
locate your file

EQ Import Package

@ Course Selection
" Destination Course ID ED_E77_001_0BSP
©) Select a Package

Browse to locate the course package:
Uploading large files may take a long time.

|[ Browse...

The Choose file
window opens.

Select the file
and click Open

Look in; |@ Dezktop :_]

)

S

by Metwork
Places

Ij:]My Documents

'_’J My Computer

HM&‘ Metwiork Places

- adobe Acrobat 7.0 Professional
E}.echadmin

@Macromedia Captivate
EElMichsaFt Qutlook

E}Mozilla Firefos

@ Metscape Browser

2 snaalt 8

(=) Template

(| ArchiveFille_ED_677_001_0&5P_20061003102704 'F-
E snagitup

), Student Manager

|&uchiveFile_ED_677_001_DESP_2005100910 v |

| &l Files [7.7) |

File narme:

Files of type:

Open
Canc

o




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

SPECIAL PROJECTS » CONTROL PANEL » IMPORT PACKAGE

[EJ Import Package

@ cCourse Selection
" Destination Course ID ED_E77_001_0BSP
@ Select a Package

Browse to locate the course package:
Uploading large files may take a long time

t ChDocuments and Settingshadvald01\DesktoptirchiveFilg| Browse.. |

€ Select Course Materials

Select materials to include in the import process. To recreate a course from an archive package, including user
records, use Restare instead of Import.

Lontent

[“] &daptive Release rules for content

=

MAnnouncements

Calendar

Collaboration Sessions
Biscussion Board

Glossary

bradebook Items and Settings

broup Settings

M OEE A

. ) $ettings
IS arChIVEd taff Information

Jasks

Jests, Surveys, and Pools

@ Subnit
Click Submit to finish. Click Cancel to quit
* Required Field
Cancel ) Suhm'rLﬂE

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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