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How to Manually Import a Blackboard Course into Brightspace

Up to four years of Blackboard courses (content only, not student data) are migrated to Brightspace as
part of the LMS transition. Follow the steps in this guide to manually import other Blackboard courses

into Brightspace.
Blackboard Steps

1. Navigate to the course you would like to migrate.
Expand the Control Panel area in the Course Management section
of the left-hand menu.

3. Expand the Packages and Utilities section.
4. Select the Export/Archive Course link.
5. Select the Export Package link on the Export/Archive Course page.

2020 Spring Term (1) Export/Archive Course

Database Fundamentals Export Course creates a package of course content that can later be imported into i

DST 1100 Archive is created. Export Common Cartridge creates a package that can be shared

Announcements Export Package Archive Course
Course Information

Course Documents @8 Refresh

Web Links @

PACKAGES CREATED MANUALLY

No packages exist for this course.

6. On the Export Course page:
e Select the Copy links and include copies... radio buttons in the
File Attachments section;
o Click the Select All button in the Select Course Materials section;
¢ Click the Submit button at the bottom of the page.

FILE ATTACHMENTS
Choose between copying only the links to files or the links and new copies of every file attached within the course. Click Ca

Course Files Default Directory () Copy only links to course default directory files

@ Copy links and include copies of the files in the course default directory

Files Outside of the Course

() Copy only links to files stored outside of the course default directory
Default Directory

@ Copy links and include copies of the files outside of the course default directory

SELECT COURSE MATERIALS

2020 Spring Term (1)
Database Fundamentals
DST 1100

Announcements .

Course Information ®

Course Documents @ .

Web Links @ -

Course Management

Control Panel
Content Collection
Course Tools
Evaluation

Grade Center
Users and Groups
Customization

Packages and Utilities €

Check Course Links

Course Copy
Export/Archive Course
Import Package / View Logs
Manage LTI Links

Help

Select materials to include in the export package. For a package to serve as an exact record, including user records, use archive instead of export.

Select All Unselect All

Click Submit to proceed.

Cancel
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7. The export process will take some time. You will receive an email from Blackboard when the
export process has been completed.

Export: NYT01_DST_1100_00000 _1662_1 [bbhosted.cuny.edu]

4
@ Blackboard Administrator - bbadmins@mail.cuny.edu <do-not-reply@ © | O Reply | © Replyal | = Forward &
To

Man 1/22/2024 11:28 AM

Export: NYTO1 DST 1100 00000 1662 1

The operation has completed. The file may be downloaded from the Control Panel.
Course exports are available for 30 days before they are automatically deleted.

8. Follow steps 1-4 to navigate back to the Export/Archive Course page.
9. Select the link for your newly created package from the Packages Created Manually section.

Export/Archive Course

Export Course creates o package of course content that can later be imported into the same course or a different course. Archive Course creates a permanent recora

Archive is created. Export Common Cartridge creates a package that can be shared across learning management systems. You must have the proper permissions to |
automatically deleted. M

Export Package Archive Course

PACKAGES CREATED MANUALLY

[ . | The packages will be available for 30 days before they are automatically deleted.

\F LE NAME DATE CREATED AVAILABLE UNTIL

bbbbb _1662_1_20240122112753.zip 1/22/2411:27 AM 2/21/24

10.Save the ZIP file on your computer when prompted. You will be importing this ZIP file to
Brightspace.

@ savess it
« < 4 I > ThisPC » Desktop » v | & | Search Desktop 2
Organize + Mew felder = - e

~

~ 3k Quick access

i g3 3 @ 5 [ f'z|h

OneDrive - CUNY

= D " testzip testquizzes.zip VideoTest.zip Screencast.zip sharepoint.zip converted.zip template.zip
%=| Documents
= v

File name: | ExportFile_NYT01_DST_1100_00000_1662_1_202401221127533.zip w
Save as type: | zip Archive (*.zip)

~ Hide Folders Cancel
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Brightspace Steps

1. Navigate to brightspace.cuny.edu and log in with your CUNY Login (Username:
Firsthame.Lastname##@login.cuny.edu).

2. Scroll down the homepage until you locate the Practice Sites widget. Click the Get Started
button.

3. Enter the Course Name — make sure it’s easily identifiable by including your name and course

name/number.
4. Select CUNY Practice Site from the Course Type dropdown menu. Click the Next button.

Practice Sites w Practice Sites w

CUNY Login

Log in with your CUNY Login credentials

Create a new course - choose a name and then
select a department.

Username Course Name * /

Firsthame Lastname##@Iogin.cuny.edu Create a New Course! ‘ Agnes Smith - DST 1100 (Fall 2020) ‘
Password
In just a couple steps, you'll be up || course Type *
""""""" and running with a new empty

Y ‘

‘ CUNY Practice Site

students into.

5. Confirm the course name by clicking the Finish button.
6. Once the course is successfully created, select the Go to course homepage option.

Practice Sites Practice Sites

© Successfully

1 ?
Is this correct: Created
Course Name Enroll students in classlist
Agnes Smith - DST 1100 (Fall 20 Go to course homepage «
20) Create another course
Course Type Your new empty course has been created. You
CUNY Practice Site may enroll students into your course, or visit the

main course home page or create another

course.


https://brightspace.cuny.edu/
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7. Select the Course Admin option from the navigation bar across the top of the page.

GVt Agnes Smith - DST 1100 (Fall 2020) 888 2 N

NEW YORK

Course Admin  Quick Eval Content Assignments Discussions Quizzes Grades Class Progress Awards Maore v

-3 : L o
e ~ .

-

Agnes Smith - DST 1100 (Fall 2020)

8. Select Import/Export/Copy Components from the list of course administration tools.

Course Administration

Site Setup
™ Availability Date Defaults B Course Offering Information 4 Homepages
@ Navigation & Themes Widgets

Site Resources

™ Calendar Il Content & Course Builder \E Course Design Accelerator

& External Learning Tools [E Frequently Asked Questions [ Glossary 4 Import / Export / Copy
Components

# Instructional Design Wizard 4 Learning Activity Library e Links

% Manage Dates Manage Files

Learner Management

& Attendance = Class Progress iz Classlist @ Groups

9. On the Import/Export/Copy Components page, scroll down and select the Import
Components radio button.
10.Click the Start button.

iy
(®) Import Components

View Import History



ﬁvmzcm

UNIVERSITY

OF

NEW YORK

11.1n the Import Course Package pop-up window, click the Upload button and select the ZIP file
you saved in step 10 of Blackboard Steps section of this guide.

12.0nce the ZIP file has uploaded, click the Import All Components button.

13.The process of uploading, converting, and importing can take up to 10-15 minutes. Once the
process is complete, you will be able to click the View Content button, which will take you into the

Content area of your course.

Import Course Package Import Course Package Import Course Package
: : Importin
Select File Select File . porting
ExportFile_DST_1100.
You are about to import a course from a file. You are about to import a course from a file.
You can upload files up to a maximum of 2 GB. 9Up|0 OCOHV lepor

Drag and drop your course package here or
use the "Upload" button to browse to your B ExportFile_DST_1100.zip (2.55 KB) X
file. The file should be a .zip or another

archive format. To add individual content

(.doc, .ppt, .jpg, etc.), add a module in Your course package was

What is a course package? »
What is supported? > successfully imported!

Can | import only parts of my course?
& Upload p y p y > X
You can upload files up to a maximum of 2
GB.
Import Another Package
Import All Components

Review and Manage Dates

ontent and place your file there.

Advanced Options. Cancel Advanced Options... Cancel
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Helpful Resources

Frequently Asked Questions - https://www.cuny.edu/academics/brightspace-transition/faq/

CUNY Instructor Training Series - https://www.cuny.edu/academics/brightspace-transition/spring-
2024-workshops/

Brightspace Guided Training - https://community.d2l.com/brightspace/kb/articles/4885-welcome-to-
brightspace-quided-training

D2L Community Website - https://community.d2l.com/brightspace/

Contact the LMS Transition team — LMSTransition@cuny.edu



https://www.cuny.edu/academics/brightspace-transition/faq/
https://www.cuny.edu/academics/brightspace-transition/spring-2024-workshops/
https://www.cuny.edu/academics/brightspace-transition/spring-2024-workshops/
https://community.d2l.com/brightspace/kb/articles/4885-welcome-to-brightspace-guided-training
https://community.d2l.com/brightspace/kb/articles/4885-welcome-to-brightspace-guided-training
https://community.d2l.com/brightspace/
mailto:LMSTransition@cuny.edu
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