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Course Archiving and the Class Setup Tool: 
Managing Your UB Learns Courses for Migration to Brightspace 

As you prepare for the migration to the Brightspace learning management system, you will select a 

single course site for each course that you teach, which you will prepare for migration.  Since most 

recent course sites have been most recently updated, it is likely that you will want to select the 

newest version of your course sites for migration.  Other course sites that will not be migrated should 

be archived and then deleted using the UB Learns Class Setup Tool. 

Archiving Past Courses 
It is good practice to create an archived version of each course site at the end of each term after final 

grades have been posted to HUB.  Saving these archive files will 

ensure that you are prepared to respond to any grading challenges that 

may come after final grades have been assigned in HUB. 

The Course Archive Process 

1. Open the UB Learns course site that you want to archive.

2. In the Course Management menu, select Packages and Utilities

to open the utilities menu.

3. Then, select the Export/Archive Course.
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4. Select Archive Course at the top of the screen.

5. Select the relevant options for archiving:

a. Include the grade center history.

b. Copy links and include copies of the files in the course default directory.

c. Copy links and include copies of the files outside of the course default directory.

6. Click on the Submit button.

7. Once the archive file is ready, it will be listed on the main Export/Archive page:
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8. Click on the name of the archive file (in blue), and it will download to your computer.  You can

then save it locally.

Identifying Courses for Deletion 
Once you have archived all of your past courses, you will then want to determine which courses will 

be prepped for migration to Brightspace and which ones can be deleted.   

Note: This action will permanently remove your course from the Class Setup Tool, and you will no 
longer see or have access to your course or course content in UB Learns.

Deleting Course Sites Using the Class Setup Tool 

1. Navigate to the UB Learns landing page and locate the link for the UB Learns Class Setup

Tool.
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2. Click on Past Terms.

6 Finding the Class Setup Tool on UB Learns 
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3. For each course site that you want to delete, click on the trashcan icon. 

 

 

4. You will be asked to confirm deletion.  Click on the Confirm button to proceed with the deletion. 
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5. You will then see a green popup indicating that the deletion was successful, and the course 

will be removed from the list. 
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