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To begin the backup process of your course materials, you would 

click on backup in the Administration Block. 
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This will take you to the first step of the process. You can see the 

steps at the top of the page. You can choose to include “enrolled 

users” (the students in the course) or not. 

1. If you want to ensure that your gradebook is saved, you 

would check the “Include grade history” box, and include 

enrolled users. 

2. Once you have made your selections, click the “Next” 

button in the bottom right hand corner of the page. 
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This page allows you to pick and choose via the check boxes 

which items you want backed up. Assignments are linked to the 

gradebook, so you would want to include them if you want 

grades backed up. You can also decide here if you want to 

include the user (student) data, which would be the grades, 

discussions, etc. 
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This is your review page. You can click the “previous” button at 

the bottom of this page if you want to change anything here. 
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If you are satisfied with the selections, click on the “Perform 

backup” button in the lower right corner of this page. 
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You will see this message telling you that the backup was 

successful. Now click on the “Continue” button. 
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The course back up file is circled here. Previous back up files sit 

below it. Notice that you can download this file to your desktop 

if you want. It is now safely backed up. 
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RESTORE 

To restore your course materials from your back up,  

1. Go to the course where you want to add the backed up 

course materials, and  

2. Click on “Restore”. 
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This will return you to your back up page. Please note that the 

backups will only appear on the computer where you made the 

backup (for example, if you did your backup at your home 

computer, it will only be seen there).  

1. Click on “Restore”. 
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You will go through a series of steps as you did with your back 

up process. Here you would review to ensure that this is the 

course material that you want to add to this course. 
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 Now you can choose to merge your backup materials with 

existing material in the course, or erase the existing material and 

replace it with the backup materials. Merging is a good idea in 

general.  

1. Choose the merge option. 

2. Click “Continue” 

Call 818-240-1000 ext. 3457 for help if you are unsure how to 

proceed. 
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You can choose here if you want to include enrolled users (your 

student data). 
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You can pick and choose what materials you want moved into 

the new course shell here via the checkboxes. 
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This is the review page for your choices. You would click on the 

“Restore” button at the bottom of this page. 
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It will process the restore for you. 
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This message will appear when the course materials have been 

restored to the course. Click “Continue”. 
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You will be taken to the main course page where your restored 

material now sits. 

 

 

 

Restoration is complete.  

For questions or help contact: 

Connie Lantz 

clantz@glendale.edu 

818-240-1000 ext 3457, 3458 

Online Classes 

mailto:clantz@glendale.edu
tel:818-240-1000%20ext%203457
http://glendale.edu/index.aspx?page=269

