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Exporting and Importing in mylLesley

STEPS IN PREPARING YOUR MYLESLEY COURSE

Before exporting, log into myLesley and check to see if the course you are going to work
with is available. Your course is auto-generated (a shell that is without content will appear
twelve weeks prior to the class beginning.)

Once you see the course in myLesley, familiarize yourself with the shell that has been
generated:

e Review the default navigation.

e Click into different categories names (syllabus, assignments...)
Click on Edit View in the top right hand corner to get an idea of how to add and move/
copy content into different areas.

* Go into the Control Panel and familiarize yourself with the Manage Course Menu and
Manage Tools feature under “Course Options.”

ExporT Your COURSE

Once you have familiarized yourself with the course shell and the control panel in
myLesley, follow the steps below to export your course.

Announcements
Syllabus
Assignments
Recpuroes
Faculty [nfo

Tools
B communication

% Course Tools
M Course Map

(& Control Panel —— 1. In the course you wish to export, go into the Control Panel.

& Refresh
& Oetail View

2. Under “Course Options”, click Export Course.

Course Options

Manage Course Menu Import Course Cartridge
Course Design Import Package

Manage Tools Export Course

Settings Archive Course

Course Copy
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Exporting and Importing in myLesley (continued)

3. The Export/Archive Manager will appear on screen. Click the Export button .@ Export
4. Select the course materials to export and click Submit.

Click OK to return to the Export/Archive Manager screen. A .zip file of the course materials
you selected will appear in the manager.

%< Export/Archive Manager

& Expont @ Archive

5. Click on the file name to

_ download and save the course
Exporfie Dems Discussion Board 200T0601060205 2ip <€— package onto your computer_

NOTE: The file name should have .zip at the end of it. If it does not, rename the file and
put .zip on the end.

Do not attempt to open the zip file on your computer. This .zip file can be kept on your
local computer and brought in to any new courses, multiple times.
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Exporting and Importing in myLesley (continued)

IMPORT THE PACKAGE INTO MYLESLEY

1. Under the “my courses” tab, enter the course the package is to be imported to.

2. Once in the course, go to the Control Panel.

3. In the Control Panel under “Course Options”, choose Import Package.

DO NOT try to open the .zip file that has downloaded to your local computer. The files can

only be read from within the myLesley environment and can only be imported as a whole
.zip package.

Course Options

Manage Course Menu Import Course Cartridge
Course Design — Import Package
Manage Tools Export Course
Settings Archive Course
Course Copy
L1 import Package
@) Select a Course

° Degtnation Coursa ID:  demo_faculty _course
ﬂ Select a Package

Browss 1 sl the couss patkags:
rgportng lange Tikes may ke a long Gme. IT the browser imas owl allow time Tor the impor process 10 finish before aRempling i impo again

-— 4. Under “Select a Package,”

Browie.,

€ Select Course Materials click on Browse.
Salect malmrials o includa in the impaort process. To necreate a courss from an anchive package, induding user records. wse Roesions inslead of Impart
I~ Content — 5. Choose the exported .zip file.

[7 Anmouncements

[ Cakerda ” . "
lenar 6. Under “Select Course Materials

select the course materials you
want to be import.

[ Collaboration Sessions

[~ Discussion Board
[ Glossary
[ Gragebeok lisms and Seitings

[ Group Settings
I Settings DO NOT check “settings” or “staff information.”

[ Statf information

I Tasks These are set in the new system for consistency.

r Tests, Burveys, and Pocls
€) Submit

Click Submit 1o finish, Click Cancel s quil 7. Click Submit to finish.

" Reguired Field

Cancal ) Submt )
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Exporting and Importing in myLesley (continued)

Once your course content has been imported into your new myLesley course, you will
notice that your navigation menu titles have moved around, are out of order, or are
duplicated. Click into each menu area to familiarize yourself with how the content
imported. Make note of the similarities, differences, and changes to your course.

Below is an example of what the navigation menu of your imported course might look
like:

course
announcements
course
communication These are the default
syllabus navigation titles that come
faculty with each new course.

information
assignments
external links

course tools
Course Infomation
Staff Information
Course Documents
assignemnts
Books

External links

These will be your imported
navigation titles.

@ Course Map
@ Contrcl Panel
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Exporting and Importing in myLesley (continued)

ReorGANIZE AND CusTomizE YOUR CouRse NAviGATION MENU

1. Go into the Control Panel.

2. Under “Course Options” click on Manage Course Menu.

The following window below will appear.

L[] Manage Course Menu

Course Design
Manage Tools
Settings
Course Copy

Manage Course Menu Import Course Cartridge

Import Pac e
Export Course

Archive Course

N TR FRMEL ¢ AMAGE COr RS W N

To vipw chargss, refneah the Miaty 3. Remove
Add (B3 Cortenthrea (P Todliek [P Courselirk s External Link unwanted
—[E_,mm r Mty | « | navigation titles
AnnOUnC EOnS first by choosing
Remove.
|z * | Syllabus Moddy | Remows
These ﬂ:ﬂ;lu.i.w
items 4. Change names
. § w Moty | Remcws |
comprise : = :_';“"'“"" of any menu
the course 5 — navigation
navigation| |4 7| Rescurces —t - * i
g o ""z tlﬂes? by
e clicking on the
[5 =l Facuy Wty | Bemess | Modify button.
Stal Information
6 _v] Discussion Board sty | meews | ReMove cannot
Discussion Board be undone! Use
B oy Support Moty | _Memove Modify and make
— LH" "m,' ' ' ~ unavailable
REp AR LS RE At pnlng. C e S LSO L B0 FasnTie TR instead.

5. Click here and choose the

number you wish to order items. It
will automatically reorder that item
when you release the button. Give
the window a moment to refresh

6. Choose OK when OK I

you are done.
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