
Archiving Courses 
 
Under the Control Panel click on Packages and Utilities and then click on Export /Archive Course. 
 

 
 
Click on the Archive button. 
 

 
 
For #2 click yes if you have Course Reserves from a couple of years ago that you keep copying over. 
Click Submit 
 



 
This green bar will appear at the top of the screen after you click Submit. 
 

 
 
Refresh your screen by clicking the refresh button on the top of your course menu. 
 

 
 
Here is your archive file. Click on the link here. 
 

 
 
A dialog box will open asking you if you want to Open or Save the file. Choose Save. 
 



 
 
Save this file somewhere locally, like on your desktop or on a CD. Somewhere local to you so you have it 
and can bring it to Blackboard Support if you want to put this course back in Blackboard in the future. 
 

 


