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Importing and Exporting Content     IM01 

 

Role: Designers 

You can copy Assessments and Learning Modules between Sections, to use them in future semesters 
or share between units, using the Export and Import functions.  

To import and export assessments and learning modules between sections is a two-step process: 

 Export content - use the Export button to create a .zip file and copy the item(s) to the new 
location 

 Import content - unzip the file using the Import function.  

Export content  
 

Warning: You should not attempt to download an Assessment and a Learning Module in the one attempt.  

 

 

1. Click on the Build tab in the section containing the assessment(s) or learning module(s) you wish to 
export:  

2. To export one or more assessments, click on Assessments in the Course Tools menu.  

3. To export one or more learning modules, click on Learning Modules in the Course Tools 
menu.  

Note: Only headings, assessments and files will be exported. Any other items in the table of contents, 

such as discussions, media libraries, web links and assignments, will not be exported.  
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4. Click on the Export button at the bottom of the window.  
 

5. A Browse for Location window will appear 
 

 

6. Browse to the Blackboard section in the left column of the window to which you wish to copy the 
assessment or learning module.  

7. Type a file name in the Save as field.  

8. Click OK.  

9. A .zip file will be created.  

 

Note: Try and use only lowercase letters, avoid spaces and long titles.  
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10. An Export Log window will open notifying of the Export. 

11. Click Return. 

12. The .zip file will appear in the File Manager of the Blackboard section you chose to export the content 
to.  

13. You will now need to complete the steps to import the item(s).  

Note: It is advisable also to download the .zip file you created to your computer, so you can use it later 

when your current unit may no longer be available.  

 

Import Content 
 

1. Click on the Build or Teach tab in the section to which you have exported the .zip file  

2. Click on Manage Course in the Designer Tools or Instructor Tools menu.  
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3. Click on Import .   

4. A Get Files window appears. 

 

5. Go to the .zip file you wish to import:  

6. To get a file that has been exported from another section, click on the Class Files button 
and then click on the unit name (if the correct section is not already selected).  

7. To get a file from your computer, click on My Computer and browse to and select the file.  

8. Click on the circle next to the .zip file you wish to import.  

9. Click OK.  
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10. Click on Return 

11. The imported items will now appear under the list of available items:  

12. You can access the available list of assessments by clicking on Assessments in the 
Course Tools menu on the Section home page. 

13. You can access the available list of learning modules by clicking on Learning Modules in 
the Course Tools menu.  

 

Note: only headings, assessments and files will be imported. Any other items in the table of contents, 

such as discussions, media libraries, web links and assignments, will not be imported.  

 

Download a .zip file 
 
1. Click on the Build tab.  
 
2. Click on File Manager in the Designer Tools menu. 
 

 
 
3. In the File Manager page, click on the ActionLinks icon  next to the .zip file you wish to download. 
 
 

 
 
 



  MUSO: Blackboard 
 

Importing and Exporting Content (IM01)  6 
v1.0 prepared by Staff Development Unit 

 

 
 

4. Click on Download 
 

 
 
5. Click Save or OK when the download window appears.  
 
6. Browse to where you wish to save the downloaded file  
 
7. Click Save. 


