Wayland Baptist University

Faculty Support

Archiving your Course allows you to keep a copy of your course and content associated with it for your
records. You can use the file to upload your old course to a new Blackboard site and have a record for
safe keeping. Archiving is different from Course Copy and should not be used to move a course from
term to terrm.
1. Login to Blackboard and go to the course you wish to archive.
2. In the Control Panel click on "Packages and Utilities" to expand the panel
3. Click on "Export / Archive Course"

4. Click Archive on the top of the page that generates. NOTE: Export will bring up a check list of
items from your course that you can select, Archive will save a copy of all content in the course.
a. If you want to include the grade center history put a check in that box. (This usually is
not done for a general course content archive).

Click Submit. You will receive a notice at the top of the screen that the action has
been Successful. You will receive an email after the system has completed packing your course.
6. Once you have received the email go back to Blackboard and in the Control Panel Click
on Packages and Utilities, then click on Export / Archive Course in the menu below.
7. You will now see a link to a file on the page with a title starting with ArchiveFile_. You can click
on the file name link and your browser will prompt you to download the file. You can save this
to your computer, an external hard drive or flash drive. Be sure to keep it zipped!
a. You should not open the file with Windows or WinZip. The file is cannot be opened
properly by these programs and can be opened incorrectly. This can cause errors with
uploading it back to Blackboard and you will have lost your archive.
5.

