ESP - Distance Education

WebAccess Back Up and Restore Your Course

Steps below pertain to backing up a semester's course content only and restoring it to a new semester.

» Login to WebAccess (PC - Use Internet Explorer; Mac - Use Firefox.)

1. Go to : http://smccd.mrooms.net/
2. Log in using your G number and 6-digit birth date.

» Backup First

1. From the list of your courses at left, click the link of the course you want to backup.
2. In the Admin menu of that course, click "Backup."
3. Select "All/None" or check/uncheck Assignments, Activities, Resources to back up just what you want.

Include: All/None

v Assignments

V" Online Assignment Sample
¥ Upload Assignment Sample
v Offline Assignment Sample

v Chats
v Chat Test

¥ Choices

4. Scroll to the bottom and select Yes twice as shown below. Then click "Continue."

Course files | ves/|$

Site files used in this course@ | Yes|$

5. Disregard the red notice at top, but review the Backup List that comes up, and click " Continue."

6. Your content is backed up as a "zipped" file, the name of which is given at the top of the page, and at
the bottom of the page you're told that your "Backup Completed Successfully." Click "Continue."

7. You're shown where your dated .zip backup resides—(in the backupdata folder, which you can access
from Admin block via the Files link > backupdata). You're done backing up your course; however,
keep this window open.

Next, you'll save a copy of your backup.zip file to your course computer.
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» Save a Backup copy to Your Computer (for use when "Restoring" to new semester)

8. Click on the little icon just in front of your backup file name (see below):

[~ @] backup-ctiteachersndbx-20070828-1015.zip 193.

[With chosen files... ~|

Make a folder | Sele

9. A dialog box appears asking you what you want to do with the file.

[ backup-ctiteachersndbx-20070828-1015.zip
which is a: PC ZIP Archive
from: http://smccd.mrooms.net

What should Firefox do with this file?

: Open with  Stuffit Expander (default) _:]
f#) Save to Disk
__ Do this automatically for files like this from now on.

( Cancel ) ( oK )

10. Select "Save to disk" and save your backup file to your computer's desktop. Click OK.
11. Now, return to your WebAccess course home page.

12. Click the "WebAccess" link at far left of the breadcrumb trail to see all your courses.
13. Select your new semester's course from the list at left.

» "Restore" To Your New Semester Course

(NOTE: in your new course, make sure to go into Settings first, and set the number of Weeks or
Topics to match the number of weeks or topics you had in your old course.)

14. Now, in your new semester's course, in the Admin section, select " Restore."

NAME SIZE MODIFIED ACTION
(& Parent folder

(‘Make a folder) ("select all ) ( Deselect all ) ("Upload a file )

15. Click the "Upload a file" button. Then Browse to your backup.zip file on your
desktop. Select the file and click "Open." Then click the "Upload this file" button.
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16. When upload is complete, your backupdata folder opens. Click "Restore" to the
right of your backup.zip file (NOT unzip), and you'll see the following screen.

You are about to start the restore process for:

backup-ctiteachersndbx-20071109-1247 . .zip

Later in this process you will have a choice of adding this backup to an existing course or creating a
completely new course.

Do you want to continue?

Yes | No |

17. When asked if you want to continue, click "Yes."
18. You'll see a detailed list of what you're restoring. Verify files; then click "Continue."
19. Next, select Current course, adding data to it.

Restore [ Current course, adding data to it ;‘

Current course, deleting it first

Current course, adding data to it
Existing course, deleting it first
Include | existing course, adding data to it

20. Adjust the Short and Full Name fields (type exactly as on page top). Click "Continue."

4244 - Course Name - S¢

WEBACCESS

Web Acces. 44044 - Spring 2012 | 44044 - Spring 2012  Course restore

Course restore: backup-88892_-_fall_2011-20111

Restore 10 | Currest course, addng datato it 18

Category | College of San Mateo 8
Ot NAME 44044 - Spring 2012 @

FUl NAMe  BUSW- 616 - 44044 - Spring 2012~ Course Name - Spring 2012 ()

21. Now, wait till the restore process is finished and then follow any prompts to finish.
22. Within your new semester's course, check that all dates are okay, that your
course Settings are the way you want them, and make adjustments if necessary.

Done! You're ready for the new semester!
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"IMPORT" OPTION: (Not necessary to do this at all. This is an additional option

good for importing bits and pieces of a course. However, not ideal for transferring
entire course to a new semester because "Summary Info" gets left behind.

1. Log-in to your next semester's course; under Admin menu, select "Import."

2. Select the course you want to import activities from and click "Continue."

Import activities from another course

Courses | have taughl, Faculty - WebAccess Tutorials iv

Faculty - WebAccess Tutorials
ENGL - 100 - 82242 - Composition and Reading - Fall 2007
ENGL - 101 - 85840 - English Practicum - Fall 2007

)

3. Select "None." Then select only the activities you want to import, and click "Continue."

Include: All/Mone AlllMone

Assignments
Chats
Choices
Databases

¥ Forums
¥ Mews forum

Clossaries

4. When you see a file type and number count page, click "Continue."

5 Exported files appear for importing "to" course. Click "Continue."

6. After receiving "success" notice, click "Continue" to go to new course home page.
7. Check everything out, adjusting dates for the new semester. You're done.
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