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Description automatically generated]The Content tool is the primary area where students will access your course materials. It is used for containing modules and topics that you have created or will create for your course (e.g., lessons, handouts, PowerPoints, videos, etc.…). D2L Content Tool


Getting Started
To begin, you will need to access the content section by clicking Content on the navigation bar.
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Modules
Modules are used to categorize and organize your content, like folders or headings. For example, a course may have modules based on weeks, units, or chapters. You MUST create at least one module to post course content.
The Table of Contents is used to add modules to the content area (1). To the right of that is the module preview pane which is used to add topics and items to a selected module (2).
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Adding a Module
1. On the left side of the page (under the Table of Contents section) enter a Title for the module in the Add a module… field. When finished hit the Enter button on your keyboard.
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2. The module is now created.
[image: A screenshot of a computer

Description automatically generated] 


Topics are links to individual files you add to the course. We will look at 2 ways in which you can add Topics to a Module: New Document and Upload Files.


Adding a Topic
The module preview pane will allow you to add topics to the module.
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Creating a New Document 
This option allows you to create a web-based content document directly in Desire2Learn (D2L) using the HTML Editor.
1. Click on the New drop-down menu (1) and select Create a File (2). 
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2. Enter a topic Title (1) (example: Introduction).
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Description automatically generated]NOTE:  For organizational purposes, the Change Path button allows you to either create a folder to save the file in the Manage Files area of your course or to save the file in an existing folder.


3. Enter text (1) in the “content” area of the HTML Editor; use the formatting and spell check tools as needed and click the Save and Close button when finished (2) or select Save if you would like to come back later and finish it.
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4. The new document will open and be viewable to you.
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5. Click on the Table of Contents link at the top of the page to return to the content area.
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6. The New File you created will now be displayed as a topic in the content section. Students will click on the file title to view the document.
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Create a Topic from an Uploaded File
This option allows you to upload files from your computer directly to the content section of D2L. 
1. Click on the New drop-down menu and select Upload Files.
[image: A screenshot of a computer

Description automatically generated]

2. Click on My Computer.
[image: A screenshot of a computer

Description automatically generated]



3. Select the Upload button.
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4.   Locate the file on your computer, click on it once to select (if you have multiple files to upload hold down the CTRL key on your keyboard and select the files you want to upload) (1). When finished click the Open button (2).
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NOTE: You can also upload files by dragging and dropping them from your computer into the outlined drag and drop area.
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5. Click the Add button when you are finished.
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6. The Uploaded File(s) will now be displayed as a topic(s) in the content section.
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Viewing a Content Topic
1. Click on the Title of the content topic to view. 
[image: A screenshot of a computer

Description automatically generated]

2. The file will load into the window.
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3. To navigate back to the table of contents click on the left side panel (1) and click the table of contents link (2).
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You can also use the side panel to navigate to other modules and topic in the content area.



Reordering Topics and Modules
If necessary, you can reorder the way topics and modules appear in the content section.
1. To reorder a topic or a module, click on the dots [image: ] to the left of the topic or module name and hold down your mouse.
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2. Move the topic or module up or down in the order you want it to go and release the mouse. 
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The blue line           indicates the position the topic will be placed in when you release your mouse.


3. The topic or module is now reordered in the content section of the module.
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Repeat this process (with each topic) until they are reordered the way you desire.


Content Tracking
D2L allows you to track whether users have completed/viewed topics in the content section of your course. It assists students with keeping track of their completion of course material. 

Individual Topic Tracking
1. To set tracking for a topic, click once on a module listed under the Table of Contents.
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2. Click on the topic’s title.
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3. Scroll down the page to the Activity Details section and click on the Tracking drop-down menu.
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Tracking Options
You have three tracking options to choose from: Automatic, Manual and No Tracking. By default, when a topic is added, tracking is set to automatic.
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Automatic Tracking
Automatic tracking records any topic a student visits as completed[image: ]. It will also mark topics a student has not visited as incomplete[image: ].
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Manual Tracking
With manual tracking students will need to check off the topics they have read [image: ]. 
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Not Required
Not Required means D2L will not track the topic when students visit it [image: ].
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Completion Summary
The Completion Summary shows each user's progress for a specific topic in table format. The Completion Summary is located within a topic, below its content.
1. Click the topic you want to view completion tracking results for.
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2. Scroll to the bottom of the page and click on the Completion Summary tab.
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3. The completion summary for the topic will be displayed in table format.
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Edit a Created File Topic
You can edit any web-based document you created using the HTML editor in D2L. Web-based documents would be those that were created in D2L using the Create a File topic option (refer to page 3) or an uploaded HTML file. 
Important: Microsoft Word files cannot be edited in this manner.
1. Click on the title of the created file topic you would like to edit. 
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2. Scroll to the bottom of the page and click the Edit HTML button.       
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3.  Make all necessary changes, click the Save and Close button when finished.
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Hide or make a Module visible
When you create a module, you can set it to Hidden. When you set a module to hidden, your students will not be able to access the topics within the module. 
NOTE: Students can still see the module and its topics, however they cannot access them.
1. Click on the module from the Table of Contents.
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2. From the preview pane (on the far right) click on the [image: ]eyeball and check either Visible or Hidden.
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3. The module is now set as Hidden, and students will not be able to access the topics within it.
[image: A screenshot of a computer

Description automatically generated]




image4.png
RN

GJ Overview

[ Bookmarks

B Course Schedule 1

Table of Contents

Add a module.

b

Table of Contents « & int

Import Course v # BulkEdit Related Tools

]
?L? Welcome to your course

To copy or import an existing course package, click Import Course.
To start creating course content, click Add a module...

Add a module...

£ settings




image5.png
Course Home Content Communication v Assessments v Classlist Glossary Live Support v  Edit Course 7/5/2023 More v

[ a] Course Information . *= CY T

GJ Overview o
Add dates and restrictions... ®
(3 Bookmarks Add a description...
B Course Schedule 1 m Add Existing Activities ~ # BulkEdit
Table of Contents Drag and drop files here to create and update topics

Course Information Add a sub-module.

Add 2 module. \




image6.png
3 settings

Course Information « 8 pint

Add dates and restrictions...

Add a description...

BB oo~ % sukea

Drag and drop files here to create and update topics

Add a sub-module..




image7.png
Course Information «

Add dates and restrictions...

Add a description...

M AddExisting Acthvtes % sukea

Upload Files g and drop files here to create and update topic

Video or Audio

Create a File e

Create a Link




image8.png
Create a File in "Course Information"

Introduction o ‘ ER Browse fora Template
() Hide from Users

Paogaoh v B ] Uv A =

5L B I

+

Verdana

16px

/content/enforced/52574-DEMO-BLAM/ Change Path




image9.png
Create a File in "Course Information"

Introduction ‘ ER Browse fora Template

() Hide from Users

or’arawvhv B I Uv & =v A I

Stuff goes here!

+

Verdana

16px

/content/enforced/52574-DEMO-BLAM/ Change Path

e Save and Close Save Cancel




image10.png
Table of Contents > Course Information > Introduction

. Introduction «

Welcome to the course! My name is and it is a pleasure to meet you all!




image11.png
Table of Contents > Course Information > Introduction

ﬁtroduction .

Welcome to the course! My name is anditisap




image12.png
Table of Contents « @rine gy seure

Import Course v # BulkEdit Related Tools Expand All | Collapse All

Course Information v

EXl oo
Introduction gffm——" .

@ Webpsge





image13.png
Table of Contents «

Import Course v # BulkEdit Related Tools

Course Information

Exl oo
Upload Fies S mmmmm—

Video or Audio

Create a File

Create a Link

Add
Add from Manage




image14.png
ADD FILE | Files must comply with copyright law. View Copyright@B&
(http://brazosport.edu/copyright) for policies and guidelines. Submit
copyright questions to copyright@brazosport.edu.

@ My Computer _ >

m Course Offering Files >

Cancel




image15.png
Drop files here, or click below!

@ Upload «

You can upload files up to a maximum of 2 GB.




image16.png
@ open

€ v 4 ERs THSPC > Desktop 5

Organize v New folder

5 ThisPC

3 30 Objects

9 Deskeop.
Documents

& Downloads

D Music

) Pictures

B Videos

2 Local Disk (C)
= Brandon's Drive
= Employeelnfos (
= blam (teas\P;
= diS (Noakleaf3) |

= Brandon's Drive ([,

File name:

o | o SearchDesktop

Nome Date modifed Type Sie
7] SourceFiles: 24PN Fiefolder
[ st G 2IPM Fefolder
3 Adobe Acrobat 0C TR AT Shortat 318
2 Adobe Crestive Cloud V2022 535PM Shortcut 2
) bestpractice discusson_ubric grading  3/2/2022 357 PM Rich ToxtFormat 4362K8
{3 Cisco P Commnicator Vo T2I9PM  Shortat 2
8] frog 772023319 PM P fie sk
9 Google Chrome s A shorat 318
& Hell SANBICEAM  Micosoft Word D, P
i practce 4192023234PM  ToxtDocument 318
) Make oxom gradesvisbleto students  5/3/2023 107PM Microsoft Word . ek
33 Manuals Beng updated SAVAB2ZIM Mitosoft Word . P
33 Manuals Locations-Active List SIORBIOIRAM  Micosoft WordD..  3753K8
23 Microsoft Access 772022 124 P Shortcut 318
] Microsoft OneNote 772022 124 P Shortcut 318

| [AnFites





image17.png
ADD FILE | Files must comply with copyright law. View Copyright@B&
(http://brazosport.edu/copyright) for policies and guidelines. Submit
copyright questions to copyright@brazosport.edu.

jigLe. or click below!

& Upload

You can upload files up to a maximum of 2 GB.

Choose a location in which to store the file:




image18.png
ADD FILE | Files must comply with copyright law. View Copyright@B&
(http://brazosport.edu/copyright) for policies and guidelines. Submit
copyright questions to copyright@brazosport.edu.

Drop files here, or click below!

& Upload

You can upload files up to a maximum of 2 GB.

B frogjpg (4.38 KB) X

Files of this type may contain geolocation data.

Choose a location in which to store the file:

Back Cancel




image19.png
Table of Contents « @rine gy seure

Import Course v # BulkEdit Related Tools Expand All | Collapse All

Course Information v

ERl oo

Introduction o v
@ Webpsge

B Image





image20.png
Table of Contents « @rine gy seure

Import Course v # BulkEdit Related Tools Expand All | Collapse All

Course Information v

EXR oo~
Introduction  gffmm— .

@ Webpsge

frog . v
B image




image21.png
Table of Contents > Course Information > Introduction

o Introduction ~

Welcome to the course! My name is and i




image22.png
Table of Comenlse Introduction

. Course N
Information

is and it is
Introduction v

@ WebPage

frog. v
B image





image23.png




image24.png
B Course Schedule 1
Course Inform

Table of Contents 2

Course Information 2

frog
B image

dd a module.

Introduction
@ Webpsge




image25.png
Course Information

Introduction
@ WebPage

-]
frog
B image




image26.png
Import Course v Bulk Edit Related Tools

Course Information

frog
B image

Introduction
@ WebPage

Add a module...

Moved Successfully




image27.png
Table of Contents

Course Information

Unit 1

Unit 2

Unit 3

Add a module.




image28.png
BB oo~

DBb
@ WebPage

Important! ’

@ WebPage

~

% BulkEdit




image29.png
4 EditHTML @ Download & Print

Activity Details

Visible
/ Required: Automatic

View this topic to complete the activity

Add dates and restrictions...

Add a description...




image30.png
Activity Details

Visible

+/ Reauired: Automatic +
el
1 Required: Manual

Not Required
U




image31.png




image32.png




image33.png
Activity Details

Visible
/ Required: Automatic

View this tanie tn comnlete the activity

/ Required: Manual

Not Required
U




image34.png




image35.png
Activity Details

+/ Reauired: Automatic +
View this tonic o comnlate the activity

Required: Automatic

# Required: Manual e

Not Required
U




image36.png




image37.png
Activity Details

+/ Reauired: Automatic +
View this tonic o comnlate the activity

Required: Automatic
/ Required: Manual

Not Required ffjmmmm
U




image38.png
ing Activities % BulkEdit

Orientation to Course Tools Quiz
Quiz

@ starts May 31,2016 8:53 AM_ Ends Dec 2, 2022 11:00 AM

Orientation Introduction e

& Discussion Topic

For this topic you will introduce yourself to the class by providing the following information
about yourself:




image39.png
Activity Details

Visible
/ Reauired: Automatic

e

Learning Objectives

/Completion Summary

Assessment.




image40.png
Activity Details Learning Objectives Completion Summary
All Users ~ All Completed Incomplete Exempt E]
Name & Completion Grade
Ahrens, Lacey No Posts, /5
5/5
Barnes, Paige / 2Postls) 100%

Completed Thursday, January 20, 2022 3:53 PM CST

' Brewer, Jennifer No Posts e
37575
srown, Alsha 26 Post(s) 75%

Completed Wednesday, August 31, 2016

:25 PM CDT




image41.png
% BulkEdit

frog
B image

Introduction ‘v

@ webage





image42.png
. 4 EditHTML @ Download & Print




image43.png
/content/enforced/52574-DEMO-BLAM/ Change Path

(O Notify students that the content has changed

Save and Close Cancel





image44.png
Table of Contents

Course Information

Unit 1

nit 2

Unit 3

Add a module.




image45.png




image46.png
3 settings

Unit1l . 8 rine

Add dates and restrictions...

Add a description...

BB oo~ % sukea




image47.png
® Visible

v





image48.png
@ Hidden D





image49.png
Table of Contents

Course Information

Unit 1

S Hidden “

Unit 2

Unit 3

Add a module.




image1.png




image2.png
ez=g® DEMO

o

Course Home Content Communication v  Assessments v

Classlist  Glossary




image3.png
RN

GJ Overview

[ Bookmarks

B Course Schedule 1
Table of Contents o
Add a module

Table of Contents « &pint
Import Course % BulkEdit Related Tools v

]
?L? Welcome to your course

To copy or import an existing course package, click Import Course.
To start creating course content, click Add a module...

Add a module...

£ settings




