
Reducing Course Size



Challenges 

A course larger than 2GB requires assistance to export 
and archive.

Changes to large courses triggers an auto-archive that 
takes days to process, preventing other archives.

Courses are often large due to multiple copies of 
content in the course and its content collection. 

Students and faculty can upload up to 500MB at a time, 
but videos can easily take up course storage.

Export Limits

Auto-Archives

Nested Content

File Uploads



Options to Reduce Course Size

Calculate the Size of a Course

Delete Unused Content

Perform Granular Course Copy

Upload Video Content using Kaltura

Share Large Files Through Cloud Services

Step 1

Step 2

Step 3

Step 4

Step 5
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Identify which courses may exceed the course 
size limit.



1. To check the size of your course, log in to 
Blackboard and select ‘Tools’ in the Ultra Base 
Navigation on the left-hand side.

2. Select ‘Content Collection’.

3. Select ‘Course Content’.

4. The list of folders with the name of the courses will 
show both your Ultra and Original Courses.

5. Under the 'Size' column, you will be able to see the 

size of the course next to the name of your course.

Step 1: Calculate Size of a Course 
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Identify and delete large files, and folders are 
not in use within your active course.



Step 2: Delete Unused Content (Ultra)

1. Open the course you want to delete content from. 

2. Select the ellipsis (three dots) menu at the top of the Course Content page 

3. Select Unused Files. 

4. Simply select the files you want to delete and then select Delete Files. 



Original courses offers multiple ways to to 
delete and find unused content. 

Bulk-Delete

Individually-Delete

Delete up to 2000 files 
at once.

Isolate and delete 
specific large files.



Bulk-Delete

Delete up to 2000 files at once.



Step 2: Bulk-Delete Unused Content (Original)

Original courses offer a bulk-delete option, which must be completed within folders in the 
content collection. This will remove the content from your course permanently. 

Please do not delete from the course page. 

1. Open the course you want delete content from. 

2. Under Control Panel, go to ‘Content Collection’ and click on your course name/ID.

3. You'll see all the stored content, including file type, last edited date, and file size.



Step 2: Bulk-Delete Unused Content (Original)

4. Click on the ‘File Type’ column to sort all the files, with folders on top. 

5. Select a folder to get started. You may have to click within sub-folders.

6. Then, select only the files in the folder using the top check-box. Selecting entire folders 
will cause data loss. 

7. The next actions will help delete content not being used in your course.  

8. Click the ‘Delete’ button, and OK on the pop-up. Then you will be taken to a review page.



Step 2: Bulk-Delete Unused Content (Original)

This page ‘List Files and Folders With 
Links.’ – is a screen that tells you 
what files are already in use in your 
course. You do not want to delete 
these!

9. Uncheck the files. You can use the 
top checkmark to uncheck them 
all.

10. Then click Submit.

11. Return and complete this process 
within additional folders. (e.g., 
Steps 4 – 8). 

12. Ensure to only select files (not 
folders) in the delete process.



Individually-Delete

Isolate and delete specific large files.



Step 2: Delete Specific Unused Content (Original)

This way focuses on isolating and removing the largest unused files. Please do not delete from 
the course page. 

1. Open the course you want delete content from. 

2. Under Control Panel, go to ‘Content Collection’ and click on your course name/ID.

3. You'll see all the stored content, including file type, last edited date, and file size.

4. Tip - look for the ‘Accessibility’ column. Items with a gas gauge or speedometer icon are in 
use and should not be deleted. (Video files do not have a gauge). Check inside folders.



Step 2: Delete Specific Unused Content (Original)

5. To confirm which items are not 
active, open the Options Menu and 
select 360° View. A new tab will 
open. 

6. Scroll to the Files and Subfolders, with the Linked column. If an item is listed here with a 
green check, it is actively used in the course. If not, it is inactive and can be deleted.

7. Check inside folders by clicking the 360° view button to confirm what files are linked.



Step 2: Delete Specific Unused Content (Original)

8. Return to the content collection. 

9. Use the Size column in the content collection to view large files not in use. 

10. Delete content not being used by selecting the checkbox next to the 
item(s) and click Delete.
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Select the items you use in your course to 
prevent copying over content that is no longer 

needed or used. 



Step 3: Granular Course Copy (Ultra) 

1. Open the course you want to copy content into.

2. On the Course Content page, select the More options menu. 
Select Copy Items from the dropdown menu.



Step 3: Granular Course Copy (Ultra) 

4. Select the arrow beside the name of a course to access its available items to 
copy. This includes Original courses.

5. Copy content by folder, or drill further down to specific content to copy. 

6. Select the check the box next to content title. Select Start Copy to process.



Step 3: Granular Course Copy (Original) 

1. Open the course you want to 
copy from (source course).

2. In the Control Panel, select 
Packages and Utilities. Select 
‘Course Copy’. 

3. Choose ‘Copy Course 
Materials into an Existing 
Course’. 

4. Select the course ID for the 
destination course. Browse to 
locate a course. 

5. Select the course materials 
and areas you want to copy.



Step 3: Granular Course Copy (Original) 

6. Under File Attachments, Course Files, 
click one of two options. 

• Option 1: To copy only files that are 
linked in the course, and used in the 
course, select ‘Copy links and copies of 
the content’. This will remove any 
content not being used in the course.

• Option 2: If you have uploaded zip 
files/learning objects/SCORM, 
select ’Copy links and copies of the 
content (include the entire course home 
folder)’.

8. If you select 2, select Manage Package 
Contents to select, and remove any 
course files you will no longer need in the 
new course, and select submit.

9. Click Submit to start the copy.
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Use Kaltura to upload your course videos. This 
includes ensuring students upload videos 

through Kaltura.



Step 4: Upload Video Content Using Kaltura

These guides will show you how to seamlessly upload your 
course video directly in Blackboard and enable your students 
to do the same. 
• Upload Media Content to Kaltura in Blackboard (Instructors)
• Upload Media Content to Kaltura in Blackboard (Students)
• Sharing Cloud Recordings in Blackboard Learn
• Edit Media Content in Blackboard Learn

Access the Tip Sheets

Access the Tip Sheets

https://www.it.miami.edu/_assets/pdf/kaltura-upload-media-content-to-kaltura-in-blackboard-learn
https://www.it.miami.edu/_assets/pdf/kaltura-media-content-upload-in-blackboard-for-students.pdf
https://www.it.miami.edu/_assets/pdf/sharing-cloud-recordings-in-blackboard-learn
https://www.it.miami.edu/_assets/pdf/edit-media-content-in-blackboard-learn
https://www.it.miami.edu/a-z-listing/kaltura/index.html
https://www.it.miami.edu/a-z-listing/kaltura/index.html
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Limit uploading large files to Blackboard and use 
cloud services available to students, faculty, and staff 

at the University of Miami.



Step 5: Share Large Files Through Cloud Services

Access the Tip Sheets

Access the Tip Sheets

https://www.it.miami.edu/a-z-listing/kaltura/index.html
https://lpt.it.miami.edu/resources/faculty-and-staff/add-course-materials/upload-large-files/index.html
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Export select content within Blackboard 
Original and save a copy before importing this 

into a course. 



Download Course Materials (Original)

Export select content within Blackboard Original and save course materials. You can also import this into 
a course. 

1. Open the course you want to copy from.
2. Under Control Panel, go to Content Collection and click on your course name/ID.
3. You'll see all the stored content, including file type, last edited date, and file size.
4. Select the files and folders to download.
5. Select the Download Package button. If a window opens, Select Save File and select OK.



Import Course Materials (Original)

1. Follow guidance to Download Course 
Materials. 

2. Open the course you want to copy to.

3. In the Content Collection, go to the location 
where you want to upload files.

4. Point to Upload and select Upload Zip 
Package.

5. Browse for the file.

6. Select Submit to start the upload.
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