
How to Archive a Course in Blackboard: 

 

1. Inside the course to be archived click on Control panel and then Packages and utilities 

                                                                                 

                                                 

  2. Under Packages and utilities click on Export/Archive Course 

 

 

 

 

 

 

 

 

 



3.  In option 1, select whether to include Grade Center History 

4. In option 2 you can 

calculate the Course File 

Size and manage contents 

to be archived by selecting 

the file you want and click 

Submit 

5. Wait for a few minutes 

and you will receive an 

email saying the course 

archive is complete 

6. Go back to Packages 

and Utilities and click on 

Export/Archive course 

in the course you are 

archiving 

 

7. The course archive will appear on the list 

 

8. Click on 

your file and 

Save it to a 

place of your 

choice. 

You have 

successfully 

archived your 

course 

 


