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• Start in the class that you want to copy or clone 

• Click Backup from Administration block 
 

 
 

• Do not backup user data 

• At the top of the Backup page you will see Include All/None.  
     By default, all content and user data are checked.  Do not change.

 

 
 
 
 



• At the bottom of backup page change Logs to No.
 

 
 

• Click on None for the Backup role assignments, then click 
Continue 
 

 
 
 
 



• Next, you will see Backup Details page.  On this page, you can 
rename your backup by editing the “Name” field 
 

 
 

• Click Continue 
 

 
 

• This will take you to the Backup Completed page 

Change name of backup file 



 
 

• Click continue 
 

 
 



• After clicking continue this will take you to the Backup data file 
within the Moodle Files 
 

 
 

• Right click on the Backup file, click save link as 
 

 
 

• Save your backup file to your desktop or other location in your 
computer 

 
          • Delete the backup file from your Moodle4Me course files area 
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