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Packages and Utilities 

Import Package/View Logs 

Step 1:  Import your course materials 
  



Step 2:  Click on Import Package 



Browse for the export file 

Check the same items that you 

selected when you created the 

export file 

Click Submit  

Step 3: Prepare the “ Exported Course for Import” 



Step 4: Wait to receive email notification.  

 

It may take some time for the email to arrive in your inbox. 
The content may take a little more time to settle into the content areas. 



The imported content buttons that 

are unique to your course will land 

below the existing buttons on the 

menu. 

 

NOTE: Please do not delete or rename the Tegrity button. 

 (You can hide it if you don’t use Tegrity) 

 



Blackboard Menu Structure 

 

 
 
These are sub-headers dividers and not live buttons.  

Course Content 

Resources 



The imported content buttons that are 

unique to your course will land below the 

existing buttons on the menu. 

 

You are ready to rearrange your buttons or  

place your content into the Best Practices Menu. 

The Best Practice Menu Design:  This 

design is based on a response  from 

students requesting predictable menus 

from course to course to avoid 

“relearning” each course before 

accessing the content.  



Reordering your buttons 

Select and toggle to reorder 

Click here 



Click to create your folders for each week 

Step 1: Moving content into Best Practices Design 





Step 2: Preparing folder for content 

Name and submit 



Created Folders ready for Content 



Step 3. Locate content to be moved 



 
Select “Move”  

Step 4: Moving content from “old” content area into the  “Weekly Folders” 

Left click gray arrows 



Click on Browse and a new window pops up. 

Step 5: Browse for the content to be moved 



Select the Destination Folder 



 
Continue moving folders and files to appropriate folders. 

The content is now located in the  

Week One folder. 

 



Step 6:  Delete button from removed content folder 

Square shape indicates folder is empty 



Important: Making the Course files available to your students 
 

Notice: You will see your course and 

your files can be opened and viewed by 

you.  



Click on gray arrows 

Making the Course files available to your students 



Click Here 

Notice: Course Builder = Instructor, not students 

 

Permission for instructor to read, write, remove  

and manage 

Adding course users 



Giving your students permission to view files 

Check here and Submit 



Notice: All Course users = Instructor and students 

 
Permission for students to read only 

Permission for students to view files 



Open Your Course 

Note: Open the files for 

students to view.  Students 

will still not be able to 

access the files or course 

until you perform the step 

on this page. 



Checking Course Availability 

Available Unavailable 
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