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Creating a Backup of a WebCT Course 

There are two methods for backing up WebCT course files: 

 Backing up the entire course. 

 Backing up the files in the course. 

When the entire course is backed up, the process is fast but it can only be opened up 

within WebCT or files will be corrupted.  

When you back up files within the course, you need to select each file individually that 

you want to zip and you may find that you have to do this several times as there is an 

upper limit to how many you can zip at once. However, you will be able to access those 

files outside of WebCT. 

1. Zipping a Course (from  WebCT’s website:  
http://www.webct.com/ask_drc/viewpage?name=ask_drc_faq_designer#q8 ) 

How do I backup and restore a WebCT course?  

To make a backup of a WebCT course:  

1. Log on to the course that you want to back up.  

2. Select Control Panel and then Manage Course.  

3. Select Backup Course.  

4. Select the course and click Create backup. 

5. Enter a brief description and click Create. 

6. Click continue to view the backups. (Note: There is a restriction of two backups 

per course) 

You can only restore a backup to an existing course. Note that restoring the backup 

will override all information in the existing course. To restore a backup:  

1. Log on to the course that you want to override with the backup  

2. Select Control Panel and then Manage Course.  

3. Select Backup Course. 

4. Restore the backup by clicking on the backup filename and then on Upload 

Backup. All data (content, students, icons, discussions, etc) previously held in the 

course will be replaced with the data in the backup course.  

5. Update Student View in the Control Panel. 

Note: You must update the student view after restoring a course. WebCT must regenerate 

the static student pages for all the links to work properly in the new course.  
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2. Zipping Files in a Course 
 

To zip some or all of the files in a course: 

 

1. Click on Manage Files in the Control Panel. 

2. Open up the folders that contain the files you want to zip; you can only zip files, 

not folders. 

3. Click in the box to the left of every file you want to include. You might want to 

create a separate zipped file for every folder you have.  

4. Select Zip under Options: Files.    

5. A new screen will open up. On the left, you will see a list of the files you have 

selected. On the right, choose which folder you would like the files zipped to by 

selecting a folder from the dropdown box:  

Zip the selected files to 

My-Files
 

6. Below that dropdown box, enter a filename for your zipped folder:  

Filename      

7. Click Zip. 

8. If you get a System Error message, try reducing the number of files you tried to 

zip. There does not seem to be a magic number, so it might depend on the total 

size. 

9. Repeat until you have completed zipping the files you want copies of. 

10. Select the box to the left of the first zipped file you want to download, then select 

Download under the Options: Files. 

11. Click Download again on the next screen, then click SAVE in the gray box that 

opens up. 

12. Provide a location on your computer for the new file and click SAVE. 

13. Click Close and then repeat the process for the remaining zipped files. 

14. Don’t forget to unzip it on your computer to access individual files! 

 

For more information on WebCT, you can attend one of the training sessions offered by 
UAôs Software Training Services. Sign up at http://www.uakron.edu/seminars; this takes 
you to a secure site that will require your UAnet id and password. Graduate assistants 
can register by pstrain@uakron.edu.  
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