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STEP 1
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Go to Workspace on the TEST server and choose the folders you want to migrate



STEP 2
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Click on Export



STEP 3
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Choose the .ZIP bundle containing .XML files



STEP 4
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Recommendation: Choose depth of infinity to export
Click on Export to finalize



STEP 5
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Wait until you receive a message from the system (see bell sign; takes a few seconds) 
and download ZIP-file from the provided link



COMMENT
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There is also the option to Export all of your files from test to production
However, this would also include the test documents you created in the past



Please note:
• There are no folders of mine on this server, yet

STEP 6
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Go to the PRODUCTION server or any other receiving version of RSpace



STEP 7
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Go to My RSpace and the Export/Import window on the right side



STEP 8
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Choose the downloaded files to re-upload and then press Import 



STEP 9
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Check for error messages or other potential issues with your data files



STEP 10
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Now the imported data files are visible under my workspace

Please note:
• Now my newly imported folder “Project C” is visible under my workspace



STEP 11
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Please recheck briefly whether all files were re-imported correctly



• Linked images will be added to your new gallery directly
• However, it is also possible to import images and folders from the gallery independently

ADDITIONAL COMMENTS 
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• Linked images will be added to your new gallery directly
• However, it is also possible to import images and folders from the gallery independently

• Documents, which were shared on the test installation have to be shared again
• Settings of the lab have to be setup again (if not done, yet)

ADDITIONAL COMMENTS 
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ARE THERE OPEN QUESTIONS OR ADDITIONAL FEEDBACK?
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