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INSTRUCTIONAL INNOVATION

What will be covered in this guide?

Creating content directly in Brightspace allows for seamless integration and editing.

Step-by-Step Instructions:

1. Navigate to Content:
1.1. Click on Content in the navbar.
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2. Select or Create a Module:

2.1. Choose an existing module or create a new one by clicking Add a module... at
the bottom of the left sidebar or within the Table of Contents.
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3. Create aNew File:
3.1.  Within the module, click Upload / Create and select Create a File.
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Enter Title and Content:

4.1.  Provide a Title for your content. Optionally Select a Document Template.
4.2. Ifneeded, expand the Brightspace Editor by clicking the ellipsis menu (three dots
.)
4.3. Use the Brightspace Editor to add text. To organize and structure your text for
ease of navigation, use the text formatting tools - highlighted in red below.
44. Insert Multimedia, Quicklinks, Equations, Tables, and more - highlighted in
green below.
4.5. Check Accessibility, Word Count, Preview the File, Edit the Source Code
(HTML), Undo and Redo - highlighted in blue below.
Course Admin Quick Eval Content Assignments Discussions Quizzes More v
Create a File in "Week 2"
| Enter a Title ‘ Select a Document Template @
[j Hide from Users
Pasgen v B 1 Uv A =v =-][%4 L B 1 Bv +-] - ¥
Lato (Recom... ~ 12px v = Iref = £ <y . I
Save and Close Save Cancel
Save Your Work:
5.1.  Click Save and Close to add the file to your module (see above).

Review the steps

Note: screen recording below (plays in a loop) uses the Select a Document Template
(01_intro) feature from Step 4.1
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NOTE: Add a sub-module to a module - while in a module, at the bottom of the screen, you may
Add a sub-module... to that module.

TIP: It is best practice to avoid using too many nested modules, as it can make content
difficult to navigate. Ideally, use no more than two levels: Module > Sub-Module. This
structure keeps things organized while remaining user-friendly, ensuring learners can
easily find and access materials. Remember - the simpler the navigation, the better!

Bonus Tip: In the Brightspace Editor, using proper text formatting like Heading 1, Heading 2, etc., and Paragraph styles is essential for
ADA compliance. These headings create a clear structure, allowing screen readers to navigate the content more easily and efficiently.
This ensures that visually impaired users can understand and access the material in a logical and organized way.

Need Further Assistance?
For further assistance, please contact DLII at dlii@ucmo.edu.
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