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It is a good idea to organise your files as it makes it easier for you and others to 
locate them at a later date. 
 
After you have imported your backup file from Blackboard Vista 8, the content is 
found in the Content Collection, under the Control Panel. Click on the folder with 
the Course ID to access the files for the course. 
 
You’ll see some files already set up as part of the faculty or school template in the 
Content Collection. You will also see a folder with a long name with the words 
ImportedContent in it; this contains the old content from Blackboard Vista 8. 
 

Moving items 
 

We will now move the contents of this folder out. To start, click on the folder. 
 

 
 
Select the top left check box to select all the files in the folder. You will notice that every check box in the page 
will automatically be selected. Then click on the Move button. 
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For further help contact your Faculty eLearning Team: elearning@manchester.ac.uk 

Under section 2. Destination click on the Browse button. A new window will pop up. 
 

 
 

Click on the radio button next to Select current directory on the top left, then click on the Submit button. The 
window will then close. 
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For further help contact your Faculty eLearning Team: elearning@manchester.ac.uk 

You will notice that under section 2. Destination, the Destination box is now filled. Click on the Submit button. 

 
 

If you had files or folders that had the same name, you will be asked if you want to overwrite the files. This 
replaces the files with the ones you are moving. Click on Submit to confirm this. 
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For further help contact your Faculty eLearning Team: elearning@manchester.ac.uk 

A notification will appear at the top to indicate that the items have been successfully moved. 
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For further help contact your Faculty eLearning Team: elearning@manchester.ac.uk 

The ImportedContent folder should now be empty; you can verify this by checking the Size is 0. We can 
now delete this folder. 

Delete items 
 

To delete the folder click on the checkbox on the left of the folder icon, then click on the Delete button 
at the top. 
 

 
 
 

A pop up window will appear warning you that once the items 
are deleted, this cannot be undone. Click on the OK button to 
confirm. 

 
 

A notification will appear at the top to indicate that the items have been successfully deleted. 
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