How to Archive a Course in Blackboard:

1. Inside the course to be archived click on Control panel and then Packages and utilities
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2. Under Packages and utilities click on Export/Archive Course



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

Archive Course

Archive Course creates a permanent record of a Course including all the cantent and user interactions available atthe time the Archive is initiated. You must have Manage Permissions
onthese files in order to make copies of them orto re-ink them when copied. More Help
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[ Include Grade Center History (Increases file size and procassing fime)

Click Calculate Size fo make sure that the package size does not exceed the limit
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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

Export/Archive Course

systems. You must have the proper permissions to perform these operations. More Help
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Export Course creates a package of course content that can later be imported into the same course or a different course. Archive Course creates a permanent record of a course
including all the content and user interactions available atthe time the Archive is created. Export Common Cartridge creates a package that can be shared across learning management
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7. The course archive will appear on the list

Jackages and Utilities » Export/Archive Course
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