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http://intranet.shoreline.edu/elforms/RequestMasterCourse.html 

Step 1: Request a Master Course This is where you will be importing your courses. 

 

http://intranet.shoreline.edu/elforms/RequestMasterCourse.html


Step 2: Prepare existing course materials for export 

Click to open “Move Files to 

Course Files” 

Go to Control Panel > Packages and Utilities 



Step 3: Put a check in box, “Selecting this option…” and submit 

Click Submit 



Course Files: This is where your course files will land (step #4). This is a central file storage area  

for a single course.  

All files in your course will be listed here 



Step 4: Packages and Utilities>Export/Archive Course

   

 Click on Export/Archive Course 



 Click on Export Button 

Step 5  
 



Click on Calculate Size button 

Step 6: Check the size of your course 



Step 7: If package size is over 100 MB, Stop Here. 

 

Contact Kathleen Chambers 

email address: eLearning@shoreline.edu 

Phone:           206-546-6937 

 

mailto:eLearning@shoreline.edu


Step 8 

Content 

 

Check the following only if you use it: 

 

Adaptive Release Rules   

Announcements:  

Blogs 

Contacts: Faculty profile 

Early Warning System 

Grade Center Columns and Settings 

Test, surveys, pools 

Wiki 

 

Do Not Check: Settings          



Step 9: You will receive an email when the EXPORT process is complete. 
 



  

Right click 

Step 10: After you receive the email, go back into Blackboard class  

                Control Panel > Export Course and refresh the page.  

“Save Target As” in Internet Explorer, or, “Save Link As” in Firefox. Save the file to a folder on the desktop or external device  

This file is ready to be imported into your master course 

or saved until needed for another quarter. 

 



TO IMPORT YOUR COURSE, VIEW THE VIDEO AND PDF ON 
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