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Add/Edit Course Content 

• The Content area is where most faculty post materials that they need their students to access, e.g., 
 

o lecture notes and materials, such as in Word, Excel, or pdf files 
o PowerPoint slides 
o audio, images, videos 
o links to external websites for students to view.  

 

In Brightspace, content is organized into modules, such as one module for each chapter, unit, or section 
of your course. It’s wise to create all of your modules first, then click into each one to add the 
appropriate content. There are a few ways to do so, and this page describes how to add content right 
from the Content area itself. 
 

1. From the blue navbar, click Content and on the left side under Table of Contents, you’ll see the Add a 
module feature.  



2. In the “Add a module” box, type the name of each module that you wish 
to establish and hit Enter.  
 
Note that you can create submodules within each module too, so if you 
have a module for Unit 1, you could have a submodule containing 
information and materials needed for Chapter 1, another for Chapter 2, 
and a third for Chapter 3 if your first unit covers three chapters of the 
textbook. 
 
If you need to reorder your modules, use the small waffle menu to the left 
of a module and drag and drop it to the desired location. 
 
To revise a module, click into the module and to the right of the title at 
the top, click the drop-down menu and select the appropriate option: Edit 
Title, Hide from Users, Move Up, Move To (to relocate it to another 
section or module), Delete Module, etc. 
 
 

3. Once your modules are created, you can click into any one of them in the table of contents at left to 
customize them and then add content.  
 
First, click “Add dates and restrictions” if you’d 
like to set release conditions to have the module 
appear and disappear at specific times during the 
semester (due date shows the date on which 
work in the module will end; end date means 
students will no longer see the module at all). 
 
Click “Add a description” to provide a brief 
overview of the module, which might include 
identifying the student learning outcomes for the 
course that are associated with work in this unit 
or module.  
 
To have an image appear, with the “Add a 
description” box, click Insert Image. Drag and 
drop or upload your desired image and use the 
alignment tool to locate it (typically to the right 
of the text). Brightspace recommends PNG files 
but will accept JPG and recommends image sizes 
of 768 x 400 pixels. (Mine are closer to 400 x 150 
pixels and seem to work just fine; you might have 
to crop to get them to appear correctly.)  



4. To add content, from within the module, click the Upload/Create down-drop menu. You’ll see the 
variety of options listed. 
 

o Upload Files lets you upload an existing file from your computer or from the course offering 
files (e.g., if you’ve imported files from a previous class website).  

o Video or Audio lets you upload audio or video files up to 2 GB in size.  
o Create a File is where you can create a new webpage from scratch or copy & paste in content 

from, say, an existing Word file. (Not sure why Brightspace calls it “create a file” when you’re 
creating a webpage, and Brightspace even labels it a webpage in your Content area, but it is 
what it is!)   

o Create a Link lets you provide a URL to an existing website; you simply provide the title and 
paste in the web address (and “open as an external resource” is recommended; if not 
selected, the link may not work in all browsers).  

You can also add a new assignment, checklist, quiz, or survey here. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Once your content is added, you can click the drop-down menu to the right of any one to view the 
topic, hide it from users, edit the HTML (edit the page itself), download it, relocate it, delete it, etc. 



Clicking and holding the small waffle menu to the left of any title allows you to drag and drop to 
reorder your files too.   


