MANUAL
BACKUP &
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1.0 Log In to Moodle

1.1 Use your web browser to log in to your Moodle site.
1.2 Navigate to the course you want to export.
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2.0 Access the Backup Menu

2.1 Inside the course, click the “More” button (gear icon at the top right).

2.2 Select “Backup”.
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3.0 Backup Settings

3.1 Select the course elements you wish to include: Activities and resources, Files and
media, Forums, quizzes, assignments, etc.

3.2 Click “Next”.
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4.0 Backup Schema
4.1 Review and select the specific items to be backed up.
4.2 Deselect items you don’t need.

4.3 Click “Next”.
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5.0 Final Review
5.1 Check all settings.

5.2 If correct, click “Perform backup”.
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The backup file was successfully created.



6.0 Downloading the Backup File

6.1 You’ll be directed to the Restore backup area.
6.2 This page lists all available backup files.

7.0 Importing (Restoring) a Course
7.1 Login and Select Target Course

7.2 Enter the course you wish to import into (a new or empty course).

7.3 Click “More” > select “Restore”.

7.4 Drag the .mbz file into the upload area or click the file icon to browse and upload.
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8.0 Choose Restore Method

8.1 Choose whether to: Restore into this course (merge or replace contents) or
Restore as a new course

8.2 Click “Continue”.

8.3 Choose which elements you want to import.

8.4 Click Next through the steps.

8.5 Finally, click “Perform restore”.

8.6 Click “Continue” once done. Your course is now fully imported.
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