Content Workshop Outline
File Types:  What type of file should you choose for various forms of your digital content? 

.html – (hyper text markup language) native web format – excellent way to present information
   
         –  will always open in the D2L content window rather than present the possibility that one 
                         must launch another application to open the file (i.e. as compared to Word., Excel, etc.)


.doc  – (document format) designed to open in MS Word it can be edited like any other Word doc 
                     – due to individual machine configuration1, it may open in Word in the D2L content window 
   
            a.)  within the Internet Explorer D2L content window, students can edit it but not save it
                        b.) to save it students must copy & paste the edited content into Word, then save in Word

.rtf    – (rich text format) best for assignments that require a students to open it, word process, 
            save, and return to you  (especially if you use the dropbox feature) 
         – like .doc files it may open in Word in the D2L content window (see Appendix A)

         – can be opened by multiple programs (Word, Word Perfect, Clarisworks, Works etc.)

         – higher probability that the students can open it at home or work without difficulty
         – does not maintain all, but maintains most, of the basic document formatting

.pdf   – (portable document format) provides a WYSIWYG web-based printable document 
         – requires Acrobat Reader, a free browser plug-in, which is present on newer browsers
         – to create pdfs requires Adobe Acrobat Writer (to purchase: http://wiscweb5.wisc.edu/wisc) 

         – not intended for text editing; editing is limited to individual lines with AcrobatWriter
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.ppt   – format designed to open in MS PowerPoint 

                     – may, depending upon individual machine 
   
            configuration, open in Internet Explorer’s
                        D2L content window  
                         a.) to print slides or handouts students
                              should right click over the ppt slide in the
                              browser window and choose Print from 

      the pop-up menu

                          b.) a Powerpoint Print screen will appears 
                               allowing them to create handouts 
                               or print multiple slides per page.

.zip   – compressed file format bundles multiple files so they can be uploaded as one .zip file.  
            D2L has an unzip (unbundle) feature built into the Files area restoring the individual files.

D2L Content Overview: Presented in outline style with main topics called Modules
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Modules can be created in two ways: 

1. by content imported from a previous Blackboard 
    course (Announcements, Course Documents, ...). 
    This is done for you by the D2L administrator.

2. by creating your own modules within D2L. You may want
    to organized them by time, (Week 1, Week2, ...)
    type, (Assignments, Course Documents ...)  curricular  
    units, (Chapter1, Chapter2, ...) or some combination thereof.
In the screen capture at left the five modules are Introductory Information, Chapter 21: Heat and Thermodynamics, and its  three sub-modules Content, Assignments, and Resources. 
The hyperlinked numbered lines of text below each module are individual content units called Topics. Topics can be linked to any file type. 

Overview of the D2L Content Window

- Accessed by clicking the Content link on the Navigation bar. [image: image1.png]Course Home |





-  All content is displayed in the main content window with a Modules “table of contents” widget located 

at the left side of the screen. The student may click on any topic link to go directly to it or they may click on a module link to start at the first topic within the selected module[image: image27.png]Files _*_Content
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Selecting the Chapter 21 Module (as shown by the hand cursor) will take the student directly to the Topics in the first sub-module named Content.
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The icons highlighted at the top right of the content window provide the following capabilities:

[image: image3.bmp] Show/Hide the Table of Contents: removes/returns  the “table of contents” Content module. The 
       Intro to Heat topic now fills the entire width of the screen.
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 Undock this topic: 
         Opens another 
         browser window on
         top of the D2L one
         and displays the  
         selected topic within 
         it.      

[image: image6.bmp] Discuss This Topic: provides a link to a discussion forum the instructor set up upon module or topic 
       creation. If no such link was created clicking on the icon results in a pop-up window that state ‘No 
       discussion topic found”.  (One assumes that if once a student sees that enough times they would not 
       even attempt to click this icon. Thus, if  you chose to use this feature you should consider advising 
       the students of the content – discussion link within the Topic title.)
[image: image7.bmp] Get help on this topic: provides a link to a discussion forum the instructor set up upon module or 
     topic creation. If no such link was created clicking on the icon results in a pop-up window that states 
    “No discussion help topic found”.  
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[image: image8.bmp] Give feedback on this topic: is a rather simple likert scale response option generated in a pop up window. (Note the default is Exceptional so you will likely get built-in positive bias.) The results are compiled and can be viewed my clicking on the Manage Course Feedback link on the portal page in the My Admin Tools widget.

When students click the Submit button is a thank you message is displayed then they must close the window.

[image: image9.bmp] Bookmark this topic: provides a hyperlink to this topic in the Bookmark widget located on the course homepage. A pop-up window informs the student that “Your Bookmark has been added successfully!”.
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[image: image12.bmp]Print this topic: provides the student with the ability to print only the topic document – not the whole 
      website page.
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 The Previous Topic/Next Topic buttons allow one to step linearly, forward or backward, 
 within the content area.

Creating D2L Content 
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To get to the area analogous to the Control Panel in Blackboard, click on 
the Edit Course link on the right side of the course navigation bar. 

This Edit Course area has its own navigation bar. To get back to the course view click the Go to Course
link on the right side of the Edit Course  navigation bar.
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There are two areas within the Edit Course area where one can add content. 
They are the Files and Content areas. Files is analogous to a “My Documents” 

area where all of your uploaded files reside. All topic hyperlinks link to the files located in this storage area. The Content area is where you build content for the course and it resembles the course page that is displayed when one clicks the Content link form the course navigation bar.
Adding Content: Working in the Manage Content Area

First, before logging into D2L, plan how you want to layout the content outline. Identify all the files you want to upload and, if possible, combine them into one .zip archive file. Then, log into D2L and go to the Edit Course-Manage Content area. Starting with a blank slate, begin by clicking on the Add Module icon.
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A Create Module dialog appears. It has three sections: titles (you must fill in both), release conditions (offer dated content availability

to the students), and 
discussion board links.
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Titles: Type in a Title and Short Title. The 
Title  appears in the main content window and 
the Short Title appears in a Module “table of 
contents”  widget on the left side of the screen .

                                                    


  View of Title and Short Title in course content window.
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Release Conditions: Within this section of the Create Module dialog box choosing hidden will make the module invisible to your students until you deselect that opton. The available start and end dates will make the content visible to your students betewwn the times you choose. If there is a start date but no set end date it will appear at the start date then never disappear. 
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Discussion Board Links: This option provides the opportunity to link every topic under a module to a discussion board. Note the discussion forums must be created in advance of the module. A link can be made to either a Discussion Topic (       ) a Help Discussion Topic (    )  or both.. These same options are available 

when creating individual content items within a module called Topics.
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Once you have completed filling out  the Create Module dialog box choosing Save will return you to the Manage Content area or Save & New will allow you to  add another module before returning. 









Add Topic       Add (sub) Module
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Edit Module      Delete Module


After saving, the new module is displayed with a series of icons. Their function is briefly outlined below followed by an in-depth description of Add Topic and Bulk Add Topic.
Add Topic provides four ways to create content. Each topic is created one at a time and saved to Files.

Bulk Add Topic allow one to add multiple topic files at one time by providing  a list of files in the Files area from which one can select the desired ones by a checkbox beside the filename. 

Add Module allow one to add an indented sub-module.

Edit Module gives one access to the set-up criteria for the module and allows changes.

Delete Module will delete the module and all sub-modules and topics within it. 
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Add Topic In-Depth: Add Topic opens the New Topic 

dialog box which provides four options: Create New File, 

Course File, Upload New File, and Link.
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Create New File opens a simple html editor in which you 
can create a topic (i.e. a content item). If while using the 
html editor you are disconnected for any reason, you work 
is lost. You may want to create, save, and spell check your content in a word processor then copy and paste it into the editor window.  The Create New File html editor does include spellcheck and an equation editor.
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When done click Save. 
A Save As Folder window appears. This is actually saving your html document to the     
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        “ My Documents” Files area. 
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After you click Save in the Save As window you are returned to the Manage Content area. Note the new 
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topic is visible indented below the module. You are provided with icons that give you the ability to edit the topic as shown in the graphic above.
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Upload New File: This opens a New Topic dialog box. Type in the titles and click the Browse button. 

A Choose File window opens allowing you to locate the desired file on your C: drive.  
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To select the desired file in the Choose File 
window click the Open button.

This returns you to the New Topic window
where the file path is now displayed in the 

File to Upload text box. Click Save.
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This opens the Save As window in the Files area. Note it now contains the content item we created with the html editor. Click Save to return to the Manage Content window. 
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The uploaded file appears as the second topic
item on the list.
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Course File: This feature gives you the ability to choose a file from the Files area using the Browse button. Once selected click Save. Again the Save As 

window appears and clicking Save will return you to the Manage Content window. The new topic link appears as number 3. 
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Link provides you with the ability to make a hyperlink into a topic. There are two types of links:
a link to the outside world or an internal link to another part of the course .
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Linking to the Outside World  
Type in topic titles and either type in or copy and paste the web address  of the desired website in the URL text box. In this example it will become a link to the UW-Parkside Homepage. Click Save &New.

Link to Another Part of the Course 

Type in topic titles. To create a hyperlink within your D2L course click on the chain icon. This brings up a pop-up window that allows one to choose the desired item from pull down menus.
                  Choose a Category.     ->   Choose an item within that category.-> Click Insert. -> Click Save.
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The final appearance of the Manage Content window for this exercise in the is shown below.
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Bulk Add Topic In-Depth
So far we have explored the four ways one can create content using the Add Topic option. The weakness of this method is each topic must be added one at a time. If instead we first upload many files to the Files area we can then use the Bulk Add Topic tool to add multiple topic files to a module in one step. 

A new module called Module for Bulk Add Topic was created.  A click on the Bulk Add Topic icon 

opened a dialog box which provided a list of all files located in the Files area (analogous to a “My Documents ” storage area for your course files located on the D2L server). Choose the desired files by clicking in the check box to the left of the file title then scroll to the bottom of the screen and click the Create button. 

                       [image: image19.png]



The module is populated with the multiple files chosen in this one step operation.
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A similar process can be done from the Files area. First a a module (i.e. “Module for Bulk Create from Files area”) must be created in the Manage Content window so it will be available as a selection from a pull down menu when working in the Files area. .

Adding Content: Working in the Files Area    [image: image21.png]



You must first create modules in the Content area before you can “add bulk topics”  to those modules from the Files area.  Select multiple files to become the Topic hyperlinks below a module by clicking to add a checkmak in the check box next to the filename. Click on Create Topics


The selected files appear in the Bulk Create Topic window. Choose Module for Bulk Create from Files area option from the Parent Module pull down menu. Click Create.
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You are returned to the Files window. 
Go back to the Manage Content area to see the results. 
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Akin to the Bulk Add Topic method this is a way to create multiple topics under a module in one step. 

Zip Files and WebDAV

There are methods in which one can quickly upload multiple files from their C-drive into the Files area: combine multiple files into one .zip file or set up a webDAV ( a drag and drop upload interface.) 
Once a zip file has been uploaded to the Files area 

D2L has the capability to unzip files. Call Jim Robison for support in setting up a webDAV on your computer. 

In closing, the student view of all the content created thus far in this exercise is as shown below.
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Appendix A 
Computer Configuration 

The pop-up window below is typically generated whenever the student clicks on a Topic hyperlink that is linked to a non-html file. What happens next is dependent upon individual machine settings. For example, deselecting the “Always ask before opening....”  checkbox will constrain the machine to open all future files with the option selected at the time the box was unchecked. Thus, the next time the student clicks on a link to a .doc file one or the other of the following will occur. 

If Open was chosen either : 

 - the file will open automatically in a new window in the Word application program 

- the file it will open in Word within the IE browser D2L content window. When this occurs it is not at all obvious that Word is running inside Internet Explorer. However, if editing is done, there is no right click Save option leaving copy and paste as the only way to capture the edited document.


If Save was chosen:

- A Save As pop-up window will appear with the filename already displayed in the File Name text box. (This is the best choice for work that the student is to open, edit, save and either print or return to you digitally as it eliminates the possibility of the file opening in Word within the Internet Explorer D2L content window.)

- Clicking Save results in the appearance of a Download window and when the download is completed one is presented with the following options:


Open will open the file in whatever the default application is associated with that specific file type on that particular machine.  

Open Folder will open the folder into which the file was saved. (i.e. open a My Documents window)

If  More Info was chosen a Download Help window pops open.

