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Note: This process will not backup Collaborate Ultra Recordings. That process is
covered in Download Collaborate Ultra recordings from Blackboard (3:06).

Part 1: Export a Course Package from Blackboard

1. Go to the Control Panel of your Blackboard course.

b Strategles for Teaching
Online - Self-paced
Oniline Waorkshop

Course Managemeant

Contral Panel
Cantent Collection
iC Taaols

Evaluation

2. Click on Packages and Utilities to open the submenu
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3. Click on Export/Archive Cours
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4. Click on Export Package
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5. Under File Attachments, always leave the default settings selected (“Copy
links and include copies of the files”).
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6. Scroll down to Select Course Materials and click on Select All.
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7. Scroll down to, and deselect Settings then click Submit.
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8. You should see the message “This action has been queued.”

hing “® Success: This action has been queued. An email will be sent when the process is complete.

Export/Archive Course

Export Course creates a package of course content that can later be imported into the same course or a differ
permanent record of a course including all the content and user interactions available at the time the Archive
creates a package that can be shared across learning management systems. You must have the proper permi:
Course exports are available for thirty days before they are automatically deleted. More Help
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9. Wait for an email notification that the package is ready for download, or refresh

the page after a few minutes by clicking on the Refresh button.
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10.Click on the exported package link to download it to your device. You have 30
days to download the package file from Blackboard. After 30 days the
package will be deleted from Blackboard and you will have to start the export
process again.

Do not open the file on your device. You won’t be able to read its contents until
it has been imported to Brightspace.

PACHAGES CREATED MANUALLY

Click file link
to download

i The packages will be avallable for 30 days before they are sutomatically deleted

Sl Al

NOTE: The Safari browser automatically unzips downloaded files. Use a different
browser, or go to Safari Preferences > General > uncheck ‘Open “safe” files after
downloading.’

You can store the file on your device until you’re ready to import it to your
Brightspace course or you can store it in your CUNY OneDrive account.
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Part 2 :Import the Course Package into a Brightspace Course shell or a
Practice site.

1. Click on Course Admin in the top navigation bar of your Brightspace course.
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2. Click on Import / Export / Copy Components
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3. Click on Import Components then click on Start
Import/Export/Copy Components

‘What would you like to do?

Cazp Campanesis bz arzibar g Lnit

Cowrse to Copy:

Eapor s Brighviipace Pachags
o @ Import Components
View Import History

4. Click on Upload
Select File

You are about to import a course from a file.

Drag and drop your course package here or use the "Upload" button
to browse to your file. The file should be a .zip or another archive
format. To add individy, al content (.doc, .ppt, .jpg, etc.), add a module

in Cﬂntent and pla-’ e File blhmea

You can upload files § to a maximum of 2 GB.

Advanced Options... Cancel
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5. This shows the uploading progress

Select File

You are about to import a course from a file.

Drag and drop your course package here or use the "Upload" button
to browse to your file. The file should be a .zip or another archive
format. To add individual content (.doc, .ppt, .jpg, etc.), add a module
in Content and place your file there.

@ Upload

ExportFile_QUEEN_HYBR...
X

Advanced Options... Cancel

6. After the file is uploaded, click on Import All Components

You are about to import a course from a file.

You can upload files up to a maximum of 2 GB.
BE ExportFile QUEEN_HYBRID_10... (20.56 MB) X
What is a course package? >

What is supported? >
Can | import only parts of my course? »
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7. When the import process is complete, click on View Content.
Importing
"ExportFile_QUEEN_HYBRID_101_E_2

] Uploaded L] Converted ] Imported

Your course package was successfully imported!

Check out the contents of your course and make sure everything is good to
EO.

View Processing Logs

View Content -ﬁm Review and Manage Dates P

8. The Table of Contents shows the imported components.
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Upload the Course Package to OneDrive

After downloading the course package from Blackboard, you can store it in your
CUNY Office 365 OneDrive account.

1. To access your CUNY OneDrive account, log in via the CUNY Web Applications
Login page. Log in with your CUNY credentials

CUNY Login

Log in with your CUNY Login credentials
If you do not have a CUNYfirst account, see the FAQs.

Username

@login.cuny.edu

Password

New User | Forgot Username | Forgot Password | Manage your Account

2. Click on the Apps Launcher icon

Microsoft 365

Welcome to Microsoft 365
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3. Click on OneDrive

aee Microsoft 365 — ’D
| e

Apps

‘ OneDrive - ft 365

m Forms

“opy link . Download 31 Automate

Falder
e * Upload Demo
™ Files upload
l B Folder uploac Fites upload Modified L
B Word document in Br5 Demo February 7

5. Find the file on your device, select it and click Open to upload it.

GMT20240313-160443_Recording.mda App...udio Yesterday

wad D
GMT20240313-180443_RecordingmewChat. t Plain Text vestarday, 1:
— GMT20240313-180443_Recording_1920x1080.mpd Mow Yesterday
cinlos “ ExportFile_QUEEN_HYBRIDIOM_E_20M006_202403130346800.2ip ZIP

6. To download the file from OneDrive, 1) mouse over the file name and click the
circle that appears to the left; 2) click on the three dots at the top and 3) click on
Download in the menu.

The pop-up menu can be accessed by right-clicking or control-clicking on the
file name.
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