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Moving a Course from Last Semester

After requesting a course in the new semester you can expect to see a new course within 24 hours.
However, the course will be empty. The data from the previous course, should you want to use it as a
starting point for tour new course, must be uploaded to the new course. This is a multi-step operation.

Sign on to the old course

Backup the old course

Download the backup to your desktop

Sign on to the new course

Upload the backup from your desktop

Restore the new course from the uploaded backup using the KEEP USERS button
Reset ALL the course

1. After signing on to the old course, from the Control Panel, select Mange Course

Manage Course

Manage Students Backup Course

You can manage student information and You can save and restore your course,
grades, Create backup

Irmport students pload backup

Wigw s0me stgdents

2. From the Mange Course screen, select Backup Courses

Backup Courses Actions - _
{% indicates a selection is required
File 5i from the rmain frame.
- ile Size o
Backup Filename (bytes) Description Options: Backup Files

1053-RICOL-CIS-251- Create backup

) sECO1- 146625771 After Grades

11021 _DecZd_1348.zip Upload backup
{4 Delete

Mote: There is currently a restriction of 3 backups per (% Download

course,

3. From the Backup Courses screen, select Create backup. If you already have three backups in the
course you will have to delete the oldest one first. The maximum number of backups per course is
three.

Create Backup
Mote: The backup filemame is generated by WebhCT,

Enter a short description of this backup file.

From last semester|

Create| Canu:e||

4. In the Create Backup screen, enter a brief description of this backup, then click Create
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Create Backup
Current Progress:

This operation may take several minutes, Please wait for it to finish,

5. A Progress bar indicates how much time is remaining. DO NOT interrupt the process or you will
have to start over.

Create Backup

Success: The course has been backed up to 1062-RICOL-CIS-251-SEC01-
20205 _JanlZ_1444.zip.

Continue

6. When completed the ”Success” screen displays. Click Continue

Backup Courses

File Size

Backup Filename {bytes)

Description
1055-RICOL-CIS-251-

{:} SEC01- 146625771 After Grades
11021_Dec2d_1348.zip

1062-RICOL-CIS-251-
(® sECO1- 31767513
20205 _JanlZ_1444 zip

Frarm last
semester

7. Click the radio button next to the backup just created so the green dot appears in the button.

Actions
{% indicates a selection is required
from the main frame.

Options: Backup Files

Create backup
Uplaad backup
(% Delete

% Download

8. Under Actions, click Download
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File Download [‘S__<|
Do you want to open or save this file?

@ Mame: 1062-RICOL-CIS-251-5EC01-20205_lanlZ_1444.zip
Type: WinZip File, 30.2 MB
From: webck,ric.edu

Open ][ Save ]| Cancel |

Always ask before opening this twpe of file

YWhile filez from the Intermet can be uzeful, zome files can potentially
harm your computer. If vou do nat trust the source, do not open or
zave thiz file. WWhat's the nsk?

9. On the File Download dialog box, click Save

Save in; |@' Desktop P ) & o ,

i'ng';.f Documents
j My Compuker
ty Recent ‘:-_'JM':; Metwork, Places
Documents ICalger 110

&

— | | Dicks Skuff
L IC2)WehCT Backups
Desktop (11352 Test Bank ready to import to WebCT course §-3-20085, zip

[B 1055-RICOL-CIZ-251-3EC01-11021 _Dec2S 1345, zip
i P Emply _WebCT_Course,zip
____} 56 shorteut bo EVANS 1GE (F)
éﬁﬁhnrtcut ko instruck on ‘acadapps' (1)
52 Summer 2005
] Template Course,zip

by Documents

ty Computer
File name: [FICOCCIS 25 T-SECoT-20208 Jani2 1448 zipjd] Save
MyNetwok  Saveastpe: | WwirZip File v [ cancel |

10. On the Save As dialog box, chose the location and file name. I suggest using your desktop and
leaving the name as is. Click Save to download the backup of the old course to your computer.
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Download complete

i
B Dowwnlaad Complete

Saved:

L SECO1-20205_Janlz_1444.zip from webct,ric,edu
(FEESSNRRRSRRRNNRRSERRRNRRRS RSN RRERRRREEY
Downloaded: 30.Z2MEBin 11 min 20 sec

Download bo: W M06Z2-RICOL-CIS-251-5EC01-20205_Janlz_1444
Transfer rate; 45,1 KB/[Sec

[ ]iClose this dialog box when download completes

[ Open ] [DpenEDIder] [ Cloze ]

11. When the Download complete dialog box appears, click Close—you DO NOT want to Open the file
or the folder. This is NOT a normal compressed or zipped file. It will only open within the WebCT
backup system.

12. You have successfully backed up the old course and created a copy of the backup on your local
computer. Log Out of the old course, and then Log in to the new course.

When the new course opens, you will have an option of using the course designer.

The Course Design Center
benefits new WwebCT users,
The Design Center consists of
wizards that help vou build
vour course and allow you to
becarme familiar with WebCT,

Because the wizards are
reusable, vou can choose the
anes yvou'd like to use now
and return to therm any time
vou want to continue building
your course,

Use the Course Design
Center to start building
my course.

Use the Course Design
Center later.

13. You do NOT want to do so, click Use the Course Design Center later

14. Click Control Panel, then Mange Course, and then Backup Course
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Actions
{4 indicates a selection is required
from the main frame.

Options: Backup Files

Create backup
Upload backup
{4 Deletel
{% Download

15. Under Actions, click Upload backup

Upload Backup File
Mote: Depending on the file size and networl: connection, this process may take several minutes,

Filename: || |[ Browse.. |

pload |Cance|

16. Click Browse to locate the backup file on your local computer

Choose file

Loak i | (& Desktop W | 3 & -
Y Iiﬂ_]ﬂ_.ﬁ.ctivate Sssessment Cover and Tikle Page, doc £x1.48 Budget.hl
| :3 (#1352 Test Bank ready to import bo WebCT course 5-3-2005.zip 7'; Experimental Eva
My Recent [ 1058-RICOL-CIS-251-5EC01-1 1021_Dec2s_1343.zip ',E Homepage, pdf
Document:  [[Z] 1058-RICOL-CIS-352-5EC01-11034_questions_Oick_S.bxt g Maxthon
— 1%} 1 062-RICOL-CIS5-251-SEC01-20205_Janl2 1444.2ip W Moving a Course
L B3] 2005 LTC Client Seminar,ppt o MiwSnap 3
Beskiop [Z] 25101class_Movz bxt B 1 SOL Command
E@ 265803-Sprevedition_case_problems exe { QEView, exe
= I@_33.'5'.|:||:Ii|'||;| Cesigners bo Your WebCT Course,mhk @‘]Pruvidence Gas P
.-__/' I@j.ﬁ.lger Assernbly Hall Inskructions. mhk Igl_.ﬁFlE'»finE:l.ﬁ.linug a Prev
Ig.].E'.I|;|Er.E'.ssnaml:ul';.fHaII Instructionsvz, doc B rPG Command Pr
by Documents ; ; : = i
@Camtasm Skudio Docurentation sharepaint. htrn
- @Camtasia Studio Crwverview Selshartout bo EVAN
'_.;‘IJB P Empty_WebT_Course.zip &Shnrtcut ko GIFA
- exl.46 Altac, htm B Shortout o instr.
ty Computer
£ ! %
_- File name: |'IEIE'-2-F|IEEI L-CIS-251-5ECOT-20205_Jan12_14 I Open
MyMNetwork | Flesaftpe: | AllFiles [ v| | cancel |

17. On the Choose file dialog box, locate the downloaded backup file, click to select it, and then click
Open
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Upload Backup File
Mote: Depending on the file size and network connection, this process may take several minutes,

Upload | Cancel |

18. Click Upload

Homepage = Basic Control Panel = Manage Course > Backup Course

Backup Courses T . :
% indicates a selection is required

i i fram the main frame.
File Size

(hytes) Options: Backup Files

1062-RICOL-CIS-251- Fromm |ast Create backup

SECOL- 31767513

20205_JanlZ_1444 zip semester Upload backup
{% Delete

Maote: There is currently a restriction of 3 backups per {% Download

course.,

Backup Filename Description

19. After a few minutes depending on the size of the file, the backup will appear under Backup Courses.
Click the radio button next to the Backup Filename to select it—green dot should appear.

Backup Courses Actions - _
% indicates a selection is required

§ N from the main frame.
File Size

{bytes)
@ H062-RICOL-CIS-251-5RCOTE 5700595  From last Create hackup

20205 lanlz 1444 .zip semester
Upload backup

Mote: There is currently a restriction of 3 backups per course, (% Delete

{% Download

Options: Restore

Backup Filename Description

Options: Backup Files

To keep the users currently in the
course and also to update the user
data from the backup file, click
Update users,

(% Update users

To keep the users currently in the
course and ignore users from the
backup file, click Keep users.

(] Keep users

20. Under Actions, click Keep users. THIS IS VERY IMPORTANT. This restores the course from your
backup WITHOUT populating the students from the old course. The users which are kept are the
ones already in the new course, if any.
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Microsoft Internet Explorer

\:‘.’() \Warning: Restaring this backup File will overwrite all daka in the current course except For the skudent lisk, Proceed?

[ ok | [ Cancel

21. At the warning screen, click OK to proceed.

Course Restore Report
Current Progress:

This aperation may take several minutes, Please wait far it ta finish,

22. A progress bar shows you how far you are in the process. Do NOT interrupt the process or you will
have to start over.

Course Restore
Success: The course has been restored,

Continue

23. When completed you the “Success” message appears. Click Continue

The new course now contains all material from the old course except for the students from the old
course. All materials from the old course are still present, so there is one more important step to take
before you are finished.

24. On the Control Panel, click Manage Course

Homepage = Basic Control Panel = Manage Course

Manage Course

Manage Students Backup Course

“ou can manage student information and grades. “You can save and restore your course,
Irmport students Create backup

WView some students Upload backup

Search records
Change settings
Manage columns Share Designer ACCESS

Show update log You can give other designers access to your course,

Manage Teaching Assistants Reset Course

Wou can manage teaching assistant information.
Yiew some teaching assistants
Search records

vou can remove all user data from selected areas of
Your course,

25. On the Manage Course screen, click Reset Course
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Course Reset
Select the areas to reset,

Select aII| Select ru:une|

] student Groups/Presentations
Page Tracking Records
Discussion Tool

Mail Tool

Calendar Tool

Chat Tool

Whiteboard Tool

Student Homepages Toal

Assignment Tool

OO0O0O0O0O0Oaoan

Quiz Tool

Reset| Cancel

26. Under Course Reset, click Select all

Course Reset
Select the areas to reset,

Select none

Student Groups/Presentations

Page Tracking Records
Discussion Tool

Mail Tool

Calendar Tool

Chat Tool

Whiteboard Tool

Student Hormepages Tool

Assignrent Toal

Quiz Tool

Reset| Cancel

27. Click Reset
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Microsoft Internet Explorer Fg|

? ) Warning: The selected areas will be reset, Proceed?
e

| ok |[ Zancel ]

28. At the warning screen, click OK

Course Reset Results

Resetting Student Groups/Presentations ... Success,

Resetting Page Tracking ... SUCCESS,
Resetting Discussions ... SuUCcess,
Resetting Mail ... SUCCESS,
Resetting Calendar ... SUCCEsSs,
Resetting Chat Logs ... SUCCESS,
Resetting Whiteboard Image ... SUCCESS,
Resetting Student Homepages ... SuCcess,
Resetting Assignments ... SUCCESS,
Resetting Quizzes ... SUCCESS,

Cantinue

29. The “Success” screen displays. Click Continue to complete the process
The course has been moved from your old course to the new one. All students and student material left

over from the old course has been cleaned out of the new course. You are now ready to modify the new
course for the new semester.
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