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ORGANIZING COURSE CONTENT WITH FOLDERS  

HOW-TO GUIDE 

This guide will show you how to create content folders and organize course content within them. 

Content Folders can be created in any Content Area and are useful to organize and arrange course 

material, learning modules, course links and additional resources.  

Follow these steps to create a content folder: 

1.  Build Content. In your preferred Content 

Area, click Build Content on the action bar 

and select Content Folder from the drop-

down menu.  

 

 

2. Add the Content Information. Add a name for the folder and an additional explanation of the 

folder contents in the description if desired. 

 

 

 

 

 

 

 

 

 

3. Select the Standard Options. You can adjust the settings of the folder to prevent students in 

your course from viewing the content. You can also track the number of views of the content 

folder. 
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5. Select the Content Folder Availability. You also have the option of selecting specific date and 

time restrictions for the content folder. Next to Display After, click the Calendar and Clock icons 

to select the date and time when you would like the folder to be visible to students.  

 

 

6. Click Submit. 

 

7. You will now be able to see your Content Folder listed at the bottom of the Course Content 

area. Move it wherever you would like by hovering over it, clicking the yellow bar that appears 

and dragging it to the right place.  

 

 

 

 
 
 
 
To edit the folder, hover over the folder title and click on the down-arrow. From the drop-down options, 
select Edit to make changes to your folder.  
 
 

ETS services and events 
 

 Connect drop-in: Every Tuesday from 12-1PM, Scarfe 1008 

 Course Design Consultation drop-in: Every Thursday from 12-1PM, Scarfe 1008 

 ETS workshops: http://ets.educ.ubc.ca/events-calendar/ 

 Technology Enhanced Classroom (TEC) Expo: First Thursday in June 
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