Creating a Content File

1. In the Build tab, select the Course Content tool on the left side of the screen.
2. Click on the Add File button.
3. If the file is on the computer you are currently using, click on Browse for Files and select the
appropriate file. The file will be added to your course home page automatically.
4. If you want to create the content now, choose Create File. Click on Enable HTML Creator and type
your content.
5. Remember to click Save.
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Deleting a Content File from your Course

1.

In the Build tab, locate the content file you wish to delete. (It will probably be in the Course Content

tool.)

Click on the small grey triangle to the right of the file’'s name.

Select Delete from the drop-down menu.

From the pop-up window, click on yes.
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Hiding and Showing Content Files

You have the option of controlling student access to certain content files.

1. Inthe Build tab, go to the Designer Tools menu and click on Selective Release.

2. In the Linked To column, one button toggles to allow you to either “Hide Item” or “Show Item” to the
students.

3. To change the visibility status of a content file, simply click on the Hide/Show button for that
particular file.

4. You may also click on Set Release Criteria in the Release Criteria column to control the file’s release
date or groups of students who may access the content.
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