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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

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 * Course Tools.

* Control Panel

* Content Collection »
13033-SANDPIT-7747060-1
. All Courses Content
contentis Al Organisations Content
Institution Content
Go

Basic Search
Advanced Search

Content Collection. You will also see a folder with a long name with the words et -
ImportedContent in it; this contains the old content from Blackboard Vista 8. ¥ Uson 2 Oictios.
. © Packages and Utilties -
Moving items * Help
We will now move the contents of this folder out. To start, click on the folder.
View List = View Thumbnails

m Course Content: 13033-SANDPIT-7747060-1 v

in the Institution. More Help

Download Package| Copy| Move | Delete |

Download Package | Copy| Move | Delete |

The Content Collection provides central file storage for all content. Instructors can link to items anywhere in the
Content Collection when creating content for this Course. When an Instructor changes an item in the Content
Collection, all links to the item reflect those changes. Using the links in the Control Panel, Instructors can access the
content in this Course, in all of the Instructor's Courses, in all of the Instructor's Organisations orin all of the Courses

[T] File Type Name Edited Size Permissions
(@] banner images |¥ 13-Feb-2011 246 KB
— 16:00:19 ol
[ @ 13033-SANDPIT-7747060-1 ImportedContent 20110 02-Mar-2011 105.1 KB
302031848 ¥ 15:42:07 e

Displaying 1to 2 of 2items | Show All| | Edit Paging... |

Refresh|

Refresh|

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.

Download Package | Copy| Move | Delete | Refresh
File Type  MName Edited Size Permissions
v documents ¥ 02-Mar-2011 15:18:48 246 KB
8 -
V] & PDFMailer111.pdf ¥ 11-Feb-2011 11:31:21 80.6 KB
= ==
Download Packagj Copy' Mwei Delete Refresh
Displaying1to 2of2items | Show All| Edit Paging... |
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Under section 2. Destination click on the Browse button. A new window will pop up.

© Move Content

+ Indicates a required field. S

1= Content Information

Move the following content:

“Name” “Size”  “Edited”
{25 documents 245KB  02-Mar-2011 15:18:48 by Elsa sou ying Lee
& PDFMailer111.pdf 805KB  11-Feb-2011 11:31:21 by Elsa sou ying Lee

W Destnaton

Browse to select a destination folder for this content.

+# Destination | ] _ @{QWSE_J

[] if selected, the system automatically overwrites the existing file with the same name.

Cancel RILINT

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.

%Select current directory (13033-SANDPIT-7747060-1) Course: PLAYGROUND-mclsseld Test
Refreshl
File Type Name Edited Size
® @ banner images 13-Feb-2011 246 KB
16:00:19
® @ 13033-SANDPT-7747060-1 ImportedContent 20110302031 02-Mar-2011 105.1 KB
848 15:42:07

Refresh |

Displaying 1to 20f 2items | Show All| Edit Paging... |

[ Indicates a notification on this directory

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

= Move Content

+# Indicates a required field. cancel I

i I Content Information

Move the following content

“Name" "Size" "Edited”
@ documents 246KB  02-Mar-2011 15:18:48 by Elsa sou ying Lee
& PDFMailer111.pdf 80.6 KB  11-Feb-2011 11:31:21 by Elsa sou ying Lee

W oestination

Browse to select a destination folder for this content.

+# Destination |/courses/13033-SANDPIT-77470( Browse |

[7] If selected, the system automatically overwrites the existing file with the same name.

g

Cancel M

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.

Overwrite File

conce [N
.

Crverwrite the exsting items:
Teoursesi3033-SANDPIT-7T4T060-1lesUPDFMailer 11.pdl
lcoursesi3033- SANDPIT- 77470601 testidocuments

A Submit

Cancel Submit
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A notification will appear at the top to indicate that the items have been successfully moved.

Success: ltem moved. e

View List = View Thumbnails

£ -

Course Content: I13033-SANDPIT-7747060-
1_ImportedContent_20110302031848

»
v

The Content Collection provides central file storage for all content. Instructors can link to items anywhere in the
Content Collection when creating content for this Course. When an Instructor changes an item in the Content
Collection, all links to the item reflect those changes. Using the links in the Control Panel, Instructors can access the
contentin this Course, in all of the Instructor's Courses, in all of the Instructor's Organisations or in all of the Courses

in the Institution. More Help

Setup Web Folder
&

Folder Empty
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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.
Download Package | Copy| Move }|De|et§l Refresh |
[C] File Type Name Edited Size Permissions
B banner images |¥ 13-Feb-2011 246 KB
= 16:00:19 o
[} documents ¥ 02-Mar-2011 246 KB
- 15:18:48 -
P & PDFMailer111.pdf |¥ 11-Feb-2011 80.6 KB
- 11:31:21 b=
= 13033-SANDPIT-7747060-1 ImportedContent 201103 02-Mar-2011 0
02031848 ¥ 17:25:49 B
Download Package | Copy| Move | Delete| Refresh|
Displaying 1o 4 of 4items | Show All| Edit Paging.:_|

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.

& The page at https://online.manchester.ac.uk says: n

This action is final and cannot be undone, Delete items? If
folders are selected, all subfolders and files are also deleted.

ok 1| cance ||

2

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

Success: Items deleted.

o

Y Course Content: 13033-SANDPIT-7747060-1 ©

{ View List | View Thumbnais

The Content Collection provides central file storage for all content. Instructors can link to items anywhere in the
Content Collection when creating content for this Course. When an Instructor changes an item in the Content
Collection, all links to the item reflect those changes. Using the links in the Control Panel, Instructors can access the
content in this Course, in all of the Instructor's Courses, in all of the Instructor's Organisations orin all of the Courses

in the Institution. More Help

Setup Wes Folder
> Download Package | Copy| Move| Delete| Refresh|
[] Eile Type  Name Edited Size Permissions
- banner images ¥ 13-Feb-2011 16:00:19 246 KB
0 & oo
ments ¥ 02-Mar-2011 15:18:48 246 KB
O g documents i
o PDFMailer111.0df ¥ 11-Feb-2011 11:31:21 80.6 KB
Hoa [
Download Package | Copy| Move | Delete Refresh|

Displaying 1to 3of 3items  Show All| Edit Paging... |
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