Backing up your course space

To backup your course simply follow the steps below

Once inside your course space click ontemage Courselink

Select Backup from the
Manage Course menu

Click theBack Up Coursebutton — this will begin the backup process:

The following screen will be displayed letting ykmiow that the backup has been added to the backup
gueue. This means that the backup will be proceasesoon as the system has available resourdes to
so. ClickOK.
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Once you click ok the screen will list the backtipest you have processed. The status of the backup
will initially read “In the queue” Once it changes to complete you can proceeddmext step. (In

order to update the status of the backup you we#dhto refresh the page. You can click on the litlk
directly over the backup list.

Next click on the arrow to the right of the coubsekup and clickSave as Fileé

A new window will open which will prompt you to savhe file. In this step you will save the file thre
eLearning server. In the next step you will downldize file to your system.

In theSave asox enter a name and choose a location to saviéel{f®ou may just want to save it into
the existing course space). Click Ok. (If you wolikeé to keep the default name feel free to do so.)

Your course will be saved and the system will nretiarthe backup list when the process completes.
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To download your backup file to your own system yoll need to click on
theFile Manager icon in the left column Designer Tools menu.

>

Once in theFile Manager navigate to the location where you saved the hadikel | saved the backup
file under My Files so | needed to click the Myegllink at the top of the file manager frame.

Locate the file and click the arrow to right of tile name and sele@ownload.

SelectSave to Diskand click OK.

Select the location on your computer where you adilkk the file saved and click OK.

That is all there is to it.
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