Steps for Backing Up and Restoring Your eLearning Courses
Backing Up Your Moodle Course (creating an export file)

The end of the quarter is a good time to move a copy of the course you just completed back to the Development Server (http://clarkdev.mrooms3.net) so that you always have an up-to-date backup of your course.  

Alternatively, you may be moving your course from the Development Server to the Production Server in preparation for a new quarter.  In that case, follow the directions below to create a zipped backup (export) file of your developed preshell.  The resulting zip file will be your import package for the course restoration process on the Production Server.
1. Click on Backup in the Administration block of your course.

2. Make sure there are green checks in each of the items that you would like to move to your new course.  At the bottom of the screen, select YES to Course Files and YES to Site Files in the course.  Then click on Continue.

3. This will initiate the backup.  When it is complete, a list of items will appear on the screen and the name of the backup file will appear at the top of the screen.  It is a large zip file.  The file name includes both the course name and the date.  Click Continue at the bottom of the screen.  Depending on the amount of files within your course, this process may take a while.

4. The next screen will show the name of the zip file at the top and a list of all items included.  Near the bottom of the screen, you should see Backup completed successfully.  Click on Continue at the bottom of the screen.

5. The next screen will show the backup zipped file within the Files area of your Moodle course.  You can now right click on the zip file, and select Save Target As…. to save the zip file to your computer.

Moving Your Course Content to the Destination Shell
In order to be ready for the first day of class, you will need to move the course content from the Development Server (http://clarkdev.mrooms3.net) into your newly created shell on the Production Server (http://moodle.clark.edu).  Click on the course title shown in the center of the screen after you log in.  New course shells will appear below the previous quarter shells and are unavailable to students by default so they will appear as grayed-out links, although they will work for you.
1. Open up the destination shell on the Production Server if you’re preparing for a new quarter, or on the Development Server if you’re creating a backup course copy at the end of the quarter.

2. Click on Restore in the Administration block of your course.

3. On the next screen click on Upload a file, then browse to find the backup zip file on your computer, select the file, and then click on Upload This File.

4. On the next screen, you should see File uploaded successfully at the top of the screen and the zip file listed among your files.  Click on the word Restore to the right of the file name.  You will see a message on the next screen telling you that you are about to start the restore process and asking you if you want to continue.  Click on Yes.

5. The next screen will show a detailed list of all the items that were brought into the shell.  At the bottom of the list click on Continue.
6. The next screen you will see is the Course Restore screen.  At the top of the page you can choose to Restore to current course, adding data to it OR Restore to current course, deleting it first.  We recommend the option of Restore to current course, deleting it first.  This will avoid creating multiple versions of the same assignments and files.  It will wipe out the old version if you are in the Development Server and give you an exact duplicate of what you just backed up from your previous quarter.  At the bottom of the screen Click on Continue.

7. On the next screen, you will see the zip file name, along with a warning that the process could take a long time.  You will need to click on Restore this course now!  Then you will want to step away from the computer because it does take time!

8. When the process has completed, a big list will appear and at the bottom, you should see the message: Restore completed successfully.   Then click on Continue.  Now you should see a clone of the course that you backed up. 
9. You will need to click on Settings in the Administration block and adjust the start date of the course from the previous quarter start date to the first day of the next term.  You will also need to revise other dates on assignments, discussions, announcements, and quizzes. 
Remember to Save Your Student Grades Each Quarter

Please note that when you make the course backup file you are not saving the current student information.  It is very important that you take a few moments to download your Moodle course grades and save the files on your computer at the end of each quarter.  It only takes a few minutes for each course. 

1. Click on Grades in the Administration block.

2. Click on Export.  The default is to export all columns, you can choose specific columns with green checks, and you can choose whether to download written feedback.  Click Submit at the bottom of the screen.

3. The next screen shows you a small preview of what will be exported, and you will need to click on Download.  You will then have the option to open the file in Excel on your computer.  

4. Take a look to make sure everything is there and then save the file to your PC.  Very slick and easy!
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