Content

Content: Basics
n I. eLearning Support

Bemidji State University

The Content area is where you will post and organize relevant learning materials for your students. Items
may include a syllabus, handouts, assignments, supplemental readings, etc. Content material can range
from basic text to multimedia files.

In this tutorial, you will:

e Learn strategies for structuring content
e Save Office documents as PDF files
e Create a Module (headings)
e Create a Topic
o Use HTML editor for simple, brief text
= Paste content from Word
= Edit an existing file with the HTML editor
o Upload existing files from your computer
e Re-order Modules and Topics
e Delete a Module or Topic

Strategies for Structuring Content

A little advanced planning on your part will save you considerable time in constructing your online course.
After you determine your learner outcomes and assessment strategies, you will need to select those items
that will support your learning objectives.

1. Determine materials and resources for use in the online class

e Make a list, or use the "CONTENT WORKSHEET for D2L" (see Appendix A), to determine
the materials and resources you want to make available to students in Content. You may
want to consider the following:

v" What existing course materials do you already have that support your learning objectives?
v" Do you need to locate new and/or additional course materials to support these objectives?

v Does the online format allow you to add resources that you could not easily incorporate
into your face-to-face course? Also, are some of your resources currently in a format that
needs to be converted for online use?

o Determine the appropriate D2L tool(s) to use to provide student access to materials and
resources, i.e., Content and/or Links. (The Links tool is covered in a separate tutorial).

2. Organize course content
e Review the "Content Organization Guidelines" (see Appendix B).
e Fillin the "D2L Course Content: Modules & Topics Form" (see Appendix C).

e Convert materials that are not already in a digital file format. Allow adequate time for these
materials to be transferred into digital files.
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Save Office documents as PDF files

If you wish to post an Office file (Word, Excel, PowerPoint) to your D2L course site, it is recommended
that you save it in the PDF file format. This will make the file more accessible to students using a variety
of operating systems and web browsers.

NOTE: If you intend to use a file as a template, it does not need to be converted to a PDF (i.e. if students
are going to fill it in and submit it as an assignment).

FREE PDF Add-In Software for Office 2007

If you have Office 2007, there is a FREE download available which allows you to save to the PDF format
from eight 2007 Microsoft Office programs. To download the add-in, do a search for “Office 2007 PDF”
and then click on the link titled “2007 Microsoft Office Add-in: Microsoft Save as PDF or XPS.” Or, go to
the following web address: (http://www.microsoft.com/downloads/details.aspx?Familyld=4D951911-
3E7E-4AE6-B059-A2E79ED87041&displaylang=en).

1. Click the Download button.

2. When prompted to Run or Save, click Run. (You will perform this task twice).
3. Click the box to accept the License Terms, and then click Continue.

4. Click OK.

Convert a Word File to a PDF

1. InWord 2007, open the original document.

2. Click on the @Office button.

3. Hover your mouse over Save As, and then click PDF or XPS.
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4. Inthe Save As dialog box, change the “Save as Type:” to PDF (*.pdf).

5. Click Save. A PDF file will be created with the same name as the original file, followed by the
“.pdf” extension.
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Convert a PowerPoint File to a PDF

For PDF PowerPoint files, it is recommended that you save the file in Handouts format to conserve on
printer paper.
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In PowerPoint 2007, open the original document.

Click the @Office button.

Hover your mouse over Save As, and then click PDF or XPS.
In the “Publish As PDF” dialog box, click the Options button.
Change the “Publish What:” option to Handouts.

Click Publish.
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Modules and Topics

Content in D2L is organized by Modules and Topics. Modules (and Sub-modules) provide headings for
each unit of the Content. Topics are, in essence, links to the files in the Files management area (see
Appendix B for examples of how to organize content).

Create a Module

Creating a module is the first step in creating course content. A module must be created before you can
successfully add topics. Modules can also be created within other modules.
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1. Inyour D2L course, click on the Content link in the navigation bar. You will be brought to the
Manage Content page.

2. Click theD New Module icon.
3. Select a Parent Module.

e Choose None if you don’t want the module to be a sub-module, Or...

e Choose a module from the list of existing modules if you want it to be a sub-module.
4. Enter a module Title (i.e. “Course Information”).

[Optional]: Enter a Short Title. D2L uses the short title in the Content Map sidebar to help users
navigate through modules. If you don’t specify a short title, D2L uses the Title field.

6. If you want to exclude this module from the numbering system, select the Hide Enumeration for
this module checkbox. Hiding enumeration on an introductory module does not affect the
numbering on later modules.

7. Click Save, or to continue creating modules, click Save & New.

New Module

Manage New
Content Module

Properties | Restricticns

Parent Module: | --None-- hd
* Title: |Course Information|
Short Title:

Enumeration: []Hide enumeration for this module

Cancel Sawve and MNew | Save|

Create a Topic

Once you have modules in place, you are ready to create topics. Topics are links to files in the Manage
Files area of your course. The most frequently used options are:

o | Create New File — Use the HTML editor for simple, brief text.

. @ Upload New File — Upload existing files from your computer

Manage ) Mew
Content Topic

Content Source

Create New File
Author new course content using the online HTML editor.
Course File
Create a new topic using an existing file from the course.
@ Upload Mew File
Create a new topic using a file from your computer.

@ Quicklink

Link to course material or a page on the Internet.
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Create New File — Use the HTML editor for simple, brief text

Content

You will use this option if you are creating brief content from scratch, or if you intend to copy and paste text

from Word into a new file.

o

b
1. Click New Topic located near the top of the screen, or click the Add Topic icon to the

right of the module you would like to add the topic to.

Under “Content Source,” click | create New File.

Enter a topic Title.
[Optional]: Enter a Short Title.
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and use the %Paste from Word icon to paste in the text.

Use the drop down menu to select the desired Parent Module.

If you wish to hide enumeration for this topic, check the box to the right of Enumeration.
The File Name field will be filled in automatically with the Title of your topic (Title.html).
Click into the text box (HTML Editor) and enter your text. Or, copy text from a Word document

NOTE: You will need to click on the Advanced tab of the HTML Editor to see the %Paste from

Word icon.
9. Click Save, or Save and New to continue adding topics.

New Topic - Create New File

Manage S| New
Content Topic

Properties || Restrictions || Discussions

General
Parent Module: | Course Information + | [add module
* Title:
Short Title:
Enumeration: []Hide enumeration for this topic

Content

* File Name:

Basic | Advanced
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Edit an Existing File with the HTML Editor

Minor editing changes can be made to text that was created in D2L’s HTML editor. However, it is
recommended that large files be created in Word, saved as PDF files, and then uploaded into D2L. Future
edits to the document would be made in the original Word file. The file would then be re-Saved as a

PDF, and re-Uploaded into D2L.

1. Onthe Manage Content page, click the & Edit icon next to a topic name.

2. Edit the item’s properties and/or text.
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Click Save, or Save and New to continue adding topics.

@ Upload New File — Upload existing files from your computer

You will use this option if you want to upload a file from your computer. For example, if you have saved
your syllabus as a PDF file, you can upload the file to D2L.
o

1.

A

L
Click New Topic located near the top of the screen, or click the Add Topic icon to the
right of the module you would like to add the topic to. You will be brought to the New Topic
screen.

select & Upload New File from the list.

Use the drop down menu to select the desired Parent Module.
Enter a topic Title.

[Optional] Enter a Short Title.

If you wish to hide any enumeration that has been set up in content Settings for this topic, check
the box to the right of Enumeration.

Click the Browse button to the right of the File to Upload field to search your computer for the
desired file.

Click Save to save your newly created topic, or Save and New to continue adding topics.

| New Topic - Upload New File |

Manage i New
Content Topic

Properties || Restrictions || Discussions

General
Earent Module: | Course Information | [add module
* Title:
Short Title:

Enumeration: []Hide enumeratien for this topic

Content
* File to Upload:
Path: fcontent/enforced/483276-bjensen_101/ Choose destination |

Cancel Save and New | Save |

Re-order Modules and Topics

Use this feature to change the order in which modules and topics appear on the Manage Content page.

1.

On the Manage Content page, click Il Re-order in the top tool menu, or the Il Re-Order icon
beside the module in the list of modules.

Use the drop-down arrows in the Sort Order column to select a new order for the item(s). Other
items will reposition themselves according to the new order.

NOTE: You may need to click on the plus sign (+) next to a module to view the topics underneath
the module.

Click Save when you have finished making changes.
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Content

NOTE: The Re-order tool is only used to move topics within a module. If you want to move a topic

to a new module, you will use the =1 Move tool (the =" Move tool is discussed in the “Beyond the
Basics: Content” tutorial).

Delete a Module or Topic
NOTE: Deleting a module deletes all topics within that module.

1. Onthe Manage Content page, click the box next to the module or topic that you want to delete.

2. Click the Tﬂ Delete icon at the top or bottom of the list.

3. Choose whether you want to delete the selection from content only, or delete from content and
delete the associated files from the course files (Manage Files area).

4. Click Delete Selected.
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Appendix A
CONTENT WORKSHEET for D2L
[
Instructor: Course Name:

COURSE MATERIALS

In the spaces below list course materials you are presently using in your course. There is a table for
each of the most common types of materials (e.g., Word, PowerPoint, & PDF).

Word Document files

Ex: Syllabus

PowerPoint Presentation files

Ex: The Carbon Cycle

PDF files
Ex: What is Significant Learning by L. Dee Fink

Spreadsheet & Database files (Excel & Access)
Ex: “Integration of the Normal Distribution” spreadsheet

Image, Audio, and Video files
[Indicate the type of file with the file name.]
Ex: digital photos of sabbatical in Australia

Physical Materials (not computer-based)
Ex: textbook name(s); maps of the Oregon Trall

WEB RESOURCES

In the table below, list (1) the title of each web resource that is used in the course, and (2) the web
address (URL) for each web resource. [Add more rows if necessary.]

Title of Web Resource Web address (URL)




Appendix B-1

Content Organization Guidelines
e

In D2L, Content is the primary location for course documents including the syllabus, schedule(s),
course materials, assignment instructions, lectures, multimedia, and other materials.

Content in D2L is organized by Modules and Topics. Modules (and Sub-modules) provide
headings for each unit of the Content. Topics are, in essence, links to the files in the Files

management area.

Content can be organized in a variety of ways. A standard format for creating Modules is by

units or modules. Content can also be organized by week. Some instructors organize content by

type of materials, for example, including all PowerPoints or course readings under a Module
heading. Other instructors prefer to use several formats, e.g., by week and by unit. For the
Topics under each Module, it is advisable to be consistent in the information included under each
Module and in the order it is listed so that students have an idea what to expect for each unit after

they see the first few.

EXAMPLES of Content Organization:

Content

Organize class materials by Unit

Organize class materials by Module

Each Module is a different focus within the
course. Under each Module are Topic links to
information related to the unit.

Similar to organization by Unit. Under each
Module heading are Topic links to information
related to the particular module.

Course Content

Getting Started
1. Syllabus
2. Important Information
3. Suggested Schedule
Unit 1: Cell Biology
. Properties of Life and the Scientific Method
. Lab 1: The Scientific Method
. Basic Chemistry
. Water
. Molecules of Life

. Cell Structure

. Energy and Enzymes

.Lab 2: Enzymes

. Cellular Respiration
10. Lecture Exam 1

Unit 2: Organ Systems I

. Animal Organization

Homeostasis

. Cardiovascular System

. Digestive System
. Nutrition

W oo B W

. Respiratory System
. Excretory System
9. Lab 4: Yirtual Pig Di
10. Lecture Exam 2

0~ R W N

Note the use of Sub-modules as a reminder
of an assignment, e.g., an exam.

Module 1: History/Foundations
1. Chapter 3 Overview
2. Assignments
I. Assignment 3-1
II. Assignment 3-2 (Case)
III. Assignments 3-3 and 3-4
I¥. Assignment 3-5
3. Resources
1. History of Problem (PPT)
II. Chapter 3 PPT Handouts {.pdf file)
Module 2: Definitons/Legal Issues
1. Chapter 1
1. Chapter 1 Overview
II. Outside Readings
a. Defining EBD (.pdf file)
b. SED or Chaos (.pdf file)
III. Assignments
a. Assignment 1-1 {(Reguired)
b. Assignment 1-2
c. Assignments 1-3 and 1-4
I¥. Resources
a. Definition {PPT
b. Chapter 1 PPT Handouts {.pdf)

2. Chapter 2
I. Checklist Chapter 2
II. Assignments
a. Assignment 2-1 {(Case)
b. Assignments 2-2 and 2-3
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Appendix B-2

EXAMPLES of Content Organization (continued):

Organize class materials by Week

Organize class materials by Area

Each Module is a new week. Under each Module
are Topic links to assignments, content,
resources, assessment, etc.

Modules can be organized by area of the
class or by type of material (e.g., course
readings, PowerPoints, etc.).

Week One

1. Role of the artist

2. Kidder's Shared Yalues for a Troubled World
Week Two

1. Introduction to Architecture

2. Structural Styles

3. Structural Styles Continued

4, Architecture Reflection Assignment

5. Lesson Plans for Architecture
Week Three

1. Looking at Petroglyphs

2. Ancient Eqyptian Art

3. The Asmat

Course Content

INTRODUCTION TO THE COURSE

ED6336 Syllabus

Enduring Understandings & Essential Questions
COURSE ASSIGNMENTS

Stage 1 Template

Stage 2 Templates

Stage 3 Template

Two Page Reflection Paper

Self-Assessment Process
COURSE CONTENT

Week 1 Activities

Week 2 Activities

Week 3 Activities

Week 4 Activities
Week 5 Activities
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Appendix C

D2L Course Content: Modules & Topics FORM
]

NOTE: Modules are headings for the various sections of Content. Topics are the links to class materials
stored in the Files area of the D2L class.

INSTRUCTIONS: Write the Module title in the (gray) space provided. Under the Module title, list the titles
of the materials that you will include under each Module.

Module Title:
Topics:

Module Title:
Topics:

Module Title:
Topics:

Module Title:
Topics:




