
What are the steps to Export or Archive a course? 
1. Log in to my.usf.edu using your NetID, and select the course that you wish to Export or Archive. 

2. On the lower left-hand side of the screen, under the Course Management heading, select the 

Packages and Utilities menu option.  

3. Select the Export/Archive Course option (see figure below). 
Result: The Export/Archive Course page will display in the main area of the screen. 

 
4. Depending on your needs for the course, click either the Export or Archive button on the 

Export/Archive Course page (see figure below). 

 
5. Depending on your choice, you will be asked a number of questions about your files, including 

which content areas you would like to include in the packaged file. If you want a complete copy 

of all content (for Export) or all content and all student information (for Archive), simply select 

“Yes” for Content Collection Items, and select all checkboxes displayed.  

6. Click the Submit button in the lower right-hand of the screen. 

7. If the Export or Archive was successful, a green bar will appear at the top of the page, notifying 

you of the status. Most likely, the action will be queued and you will receive an email when the 

process is complete (see figure below). 

 



8. Once you receive the completion email, repeat steps 1-3 to re-enter the Export/Archive Course 

page in your Blackboard course.  

9. You will see .zip file(s) on your page, ready for download. If you have chosen Export or Archive 

at different times, there will be multiple .zip files for download. You will want the most recent 

Export or Archive (see figure below).  

 
10. Repeat the above steps for each course that you wish to Export or Archive to your hard drive. 

NOTE: It is important to keep the .zip files in their current format. Do not unzip the files or 

tamper with the contents within them.  


