
 

Exporting Your Old Bb Shell into your New Bb Shell 
 
 
Oregon Tech New Process: 
 
Faculty will now be responsible for transferring their course content from one term to the next using a simple 
Export/Import process. This allows faculty to have more control over when they would like to start preparing for the 
next term, and ensures that the new course is populated with the EXACT course faculty want.  

 
 

1. In the old course shell: 
• Go to Course Management -> Packages and Utilities ->Export-Archive Course 
• Click Export Package (gray bar) 
• Check Copy links and include copies in two places 
• Click Calculate Size 

 

 
 

• If the size is under 250MB, you can export your course 
• If the size is over 250MB, housekeeping is needed, see instructions under “End of Term Help” 
• Check what you want to copy: 

 
(NOTE: If you select everything you’re safe. If you don’t use the tools nothing will come over and it will save you 
having to guess and/or accidentally miss something.) 



 
 

•  Click Submit 
• Wait till it is complete (either email notification or refresh until a zipped file for export appears) 
• Click the down arrow (down chevron) on the file, Open 

 

 
 
• Save (now file is downloaded to your computer) 
• Click OK 

 
2. In the NEW course shell:  

• Go to Course Management/ Packages and Utilities/Import Packages-View Log 
• Click Import Package (gray bar) 

o (1) Browse your computer to find the zipped file, select it and click Open 
o (2) Under Select Course Materials, check Select All 

 



 
 

o (3) Click Submit 
 

• Wait till the import process is complete (email notification or refresh) 
 

 
 

o An error message may appear: you can now address it one-by-one  
 

3. You may have to adjust items on your course navigation if they have been renamed from the old course. Not a 
problem, just drag and drop.  
 
 

4. In the Syllabus / Course Schedule area we ask that you DO NOT delete the campus wide syllabus information. 
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