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Creating a Learning Module 
 
Learning Modules are a set of a sequential documents and folders focused on a specific subject.  A 
table of contents of the linked documents and folders is created as these documents are added to the 
Learning Module.     
 
Follow these step-by-step instructions to add a Learning Module:    
 

1. Navigate to a content area by clicking one of the Course Menu buttons.  In this case let’s use 
the “Lessons” button. 

 
 

2. Hover over Build Content. 

 
 

3. Click on Learning Module. 
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4. The create Learning Module page appears. 

 
 

5. Type a Name for the Learning Module in the Name field. 

 
 
  

6. Type information about the Learning Module for the student into the Visual Textbox Editor.   
This text will appear underneath the name of the Learning Module.

 
 

7.  Select Yes to make the Learning Module visible to students.    
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8. Select Date and Time Restrictions.   

 
 

9. Select Yes if it is important for the student to complete one page before moving onto the next 
page within the Learning Module.  Select No to allow student to view pages in any order. 
 

  
 
 

10. Select No to have the Learning Module open in the current frame, or Select yes to have the 
Learning Module open in a new window. 

 
 

11. Select Yes if you want to track the number of times students view the Learning Module. 

 
 

12. Select Yes so the Learning Module will include a Table of Contents.    If you do not want a Table 
of Contents to appear to students, select No.  
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13. Instructors have the option to select a Hierarchy display for the Content items in the Learning 

Module. 

 
 

14. Click the Submit button.  

 
 

15. A Success message displays that the Learning Module was successfully added. 

 
 
 

16. The Learning Module will now appear in the Lessons Content Area.  
*Remember, an empty Learning Module will appear to students if the display is set to yes.   

  
 

a. To edit the title of the Learning Module or the text describing the learning module, click 
on the Action Link next to the title of the Learning Module  

 
 

b. The Learning Module is not complete until it is populated with Content Items.   
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Follow these step-by-step instructions to add content, items, files, etc. to a Learning Module:    
 

1. To add contents to the Learning Module, click on its title. 

 
 
2. Click on the Action Link of the parent menu to select the content type you want to add. 

 

 
 

• Add Content Items to the Learning Module by using the Action Link.    
• You can add any content item to a Learning Module, such as items, Folders, Items, 

Media Files, Tests, and tools.    
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3. Content items display differently within a Learning Module in the Edit Mode On versus the Edit 

Mode Off.    Items also display different in Learning Modules than when placed directly within a 
folder or content area of a course. 
 

• Edit Mode ON:  The Instructor View 
When Edit Mode is on, the instructor will see the “pages” of the Learning Module from 
top to bottom in the page order they will display to student (i.e. content item at top is 
the first page students will see).          
 
*Items and blank pages appear identical in the student view, but do not when editing a 
Learning  Module.   An item, display the text description, whereas a blank page shows it 
as a link to text.    

 
 

  

This is an ITEM. The text 
associated with it 
appears for the 
instructor when editing 

This is a Blank Page. Note the line 
designating that it is a hyperlink. 
The text associated with it does 
not appear for the instructor. To 
edit, use the Action Link. 
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• Edit Mode OFF:  The Student View 
This is how a Learning Module will appear to students. The Table of Contents is to the 
left is unique to Learning Modules.     Students page through the Learning Module by 
using the Page buttons.

 
 

• The Table of Contents is unique to Learning Modules.   Here’s how to use it!   
 

    The minimize button hides the Table of Contents. 

  The Expand button expands the Table of Contents. 

  The Down arrow repositions the Table of Contents to the bottom of the page. 
 

 
4. To edit the contents of a Learning Module: 

• To edit a content item within a Learning Module, use the item’s Action Link. 

 

Try to keep text descriptions, information, images, etc. to be brief (one-
two paragraphs).   By keeping it within this area, students will not need 
to scroll up and down and paginate through a Learning Module. 
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• Reorder Content Items in the Learning Module by dragging the arrows attached to each 
item to the desired location in the Learning Module. 

  
 

 
 


