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Global and Home  Page  Tasks  

In the following section are tasks that affect ANGEL settings throughout the userôs ANGEL site 
and that are not limited to a specific course. They include tasks on the user Home page or that 
are accessed using the buttons or links on the left panel. 

 

How to Change Personal Information 

How to Customize the Course Page 

How to See Courses That Are Disabled 

How to Remove Courses from Course List View 

How to Merge Two (or More) Course Rosters for Multiple Sections 

How to Set Up and Use a Master Course 
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How to Change Personal Information  

ANGEL not only allows you to add and/or edit your personal information, but it also allows you 
to control who can access specific portions of the information. 

To change your personal information: 

1. From any part of ANGEL, once you have logged in, click on the Preferences button. 

 

2. Click Personal Information. 

 

This will open the User Profile Editor. Changing the Settings to Advanced will give you more 
options. 

Within each section, and sometimes for individual items, you can designate what groups of 
users can see that information. The groups are based on Rights; selecting a group specifies the 
minimum level of Rights needed to see that information. 
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You can fill in any information that you want. Information that has already been added through 
your system may vary depending upon your institution. You cannot change your Username. 
Your institution may further designate other information that cannot be changed. 

In the example below, the student is allowing other students to see her email address, but only 
Course Editors (faculty) can see her home and work phone numbers and her address. 

 

 

You can have students use the About Me section to do a small web page 
that tells about themselves. Because the HTML Editor can be used to 
format it, they can add pictures and hyperlinks. Some faculty use this as 
an alternative to having students create a simple introductory web page. 
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When finished adding all information, click Save at the bottom of the page. 

 

The User Profile information can be viewed in the Course Roster in the Communicate tab in 
any course in which that user is a member. Go to Communicate > Course Roster. 
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 Click User Profile beneath the user whose profile you want to view. 
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 The information that you are permitted to see will display. 

 

 

A student in the same course can only see the email address, as that was 
how it was set up by ñSalli.ò 

 

Personal information can also be viewed from the People Search on the ANGEL Log On page, 
if that option is available there. The information that can be obtained will only be information that 
has been designated for Everyone to see. 

1. On the ANGEL Log On page, click People Search. 
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2. On the next screen, add a name in the Name window and click Search. 

 

3. Salliôs name appears as Sparrow, Salli. Click on that. 
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Clicking on the name only displays her name again. Since you have NOT logged on, this 
is all you are permitted to see. 

 

If Search and Help Links has been added to your ANGEL Home page, you can also access 
personal information. The information that you can view will be limited by the information 
supplied by the person and the access levels set by them. From your Home page, click on 
People Search. 

 

1. On the next screen, add a name in the Name window and click Search. 
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2. Salliôs name appears. Click on the name. 

 

This time, since you are logged on with instructor rights, you can see the same 
information as you saw in the Course Roster. 
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How to Customize the Course Page  

You can edit the contents and organization of the Course, Resources, and Communicate 
pages within ANGEL. This allows you to add different nuggets that are most useful for you and 
your students in the delivery of your course. 

In this example, you are going to reorganize and add components to the Course page. On the 
Course page, click Edit Page. 

 

1. The editing screen will appear. Click Add Component. 

 

A pop-up window will appear advising you that the activity is being processed. 
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Another pop-up window will appear that will allow you to choose the components that 
you want to add. 

 

2. Scroll through the components and check any that you want to appear on the Course 
page. You are going to choose to add the Syllabus, Last Lesson (bookmarking), and 
Course Calendar. 
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You can also designate where the components will be placed: 

 

And how they will appear. 
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You might want to experiment with different settings to see what works best for your 
course. 

3. Click Add Selected when you are finished. 

 

The nuggets have now been added. 
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You can drag and drop the various nuggets to place them where you want them on the 
page. 

 

4. Click Save when you have finished. 
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The new components are now in place. Using Edit Page, you can rearrange the nuggets 
again until you are satisfied with the course components. 
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How to See Courses That Are Disabled  

Many institutions choose to have courses created in ANGEL in a ñdisabledò state. There are 
several reasons to do this. The primary reason is that students cannot see any courses that are 
disabled, even if they are on the course roster. This allows the instructor to develop the course 
before students can access it. Some institutions have all course shells uploaded into ANGEL, 
and then give instructors the choice of using the courses or not. Having them disabled keeps 
the courses that are not developed into ANGEL from being seen by students. 

However, instructors also will not see their disabled courses unless the option to see them has 
been set within the Course Edit function. If you are not seeing your disabled courses, you will 
need to set the option to see them. 

1. Log on to ANGEL and hover over the end of the Courses nugget toolbar so that the Edit 
icon is visible. Click on the Edit icon. 

 

2. You will see all your courses listed. The checkmark next to each course indicates that 
you will be able to see the courses listed on the Home page. At the bottom of the page, 
change Show Disabled courses to Yes and then click Save. 
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Note the other options that can be chosen. For example, if you do not 
want some of your courses to be displayed on your Home page, unclick 
them and then Save the settings. 

The course is now visible on the Home page. Note that it is labeled as Disabled. 

 

 
To enable the course so that students can access it, see How to 
Activate/Deactivate a Course. 
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How to Remove Courses from Course List View  

If you have courses listed on your ANGEL Home page that you no longer need to access, you 
can remove them from the list so they are not viewable. This does not actually delete the 
course; it merely removes the course from your view. 

1. Go to your ANGEL Home page. 

 

2. Roll the mouse over the right side of the Courses bar until the editing icons appear. 

3. Click on the Edit icon (the pencil). 

 

You will see all your courses listed. 
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4. Uncheck the box next to the course(s) that you want to delete from your course list. 

 

5. Click Save at the bottom of the page. 

 

The course is no longer listed on the Home page. 
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If you need to make the course(s) visible again, repeat this procedure and recheck the box next 
to the course you want to add to the list. 
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How to Merge Two (or More) Course Rosters for Multiple 

Sections  

Sometimes it is useful to merge two or more sections of the same course into one course, so 
that the course rosters from both courses are contained within one. This can also be useful for 
courses that are cross-listed and taught by the same instructor. You need to have Course Editor 
rights to all sections that you want to merge. 

 

Any content in the courses from which the rosters are merged will 
NOT be imported into the new course. If you already have content in 
one of the courses to be merged, create an ANGEL archive of the course 
contents (Manage > Export Wizard > ANGEL Archive). Once the new 
course has been created, you will be able to import the content into it 
(Manage > Import Wizard > Content Package). 

1. On your ANGEL Home page, click Merged Roster Manager. 

 
Some institutions may limit access to this procedure. Check with your 
ANGEL administrator if you do not see the Merged Roster Manager link. 

 

2. The next screen will display all the courses in which you have Course Editor rights. Click 
the box next to each course you want to merge and then click Continue. 
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3. Input a title for the merged course. Select the course with the classification code that is 
to be used by the merged course. 

4. Decide whether you want to be able to access the source (original) courses and if you 
want those courses to be disabled. 

 
By checking the Disable Source courses box, you will only allow students 
to get into the merged course, not the source course. 

Teams are created from each roster. You can change the team names if desired. 

 

Having the teams automatically created can be very helpful, especially if 
you will be creating any content items for the different course members or 
if you otherwise need to divide them into their teams. For example, within 
the Gradebook you can elect to see grades for each team separately ï a 
useful feature if you need to enter final grades elsewhere for each course. 

5. Click the Create Course button to continue. 
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6. The next screen will display the progress of the merge roster process. You can then 
elect to merge more courses or return to the Home page. 

 

The new merged course now displays in the Courses nugget. 



How to Merge Two (or More) Course Rosters for Multiple Sections 
 27 

 

 

Once courses have been merged, you cannot change the merged course 
to add more sections. You would have to create a new merged course 
from all sections. 
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How to Set Up and Use a Master Course  

A Master Course serves as a template for a course or specific group of courses. It is imported 
into a course shell using the Import Wizard tool. It is developed exactly like any other course 
and includes the same sections and features as other courses. Access to the course is set up 
by using filters when the course is created that designate what courses can use the Master 
Course. 

A Master Course has the following uses: 

 A single course that has multiple sections with many faculty teaching it, in order to 
maintain consistency and quality 

 A course taught by one faculty member every semester, as an alternative to a Copy 
Course or importing an Archived Course 

 A template for college, division, or department courses that need to have certain 
elements included within them. 

 
Once a Master Course has been imported, faculty can add their own 
content to it. 

Tell your System Administrator that you need to have a Master Course set up. Only the 
System Administrator has rights to create Master Courses. The System Administrator generally 
needs to know: 

 The name of the course 

 The Course Editor for the course; other members can be added after the Master Course 
shell is created 

 Whether or not you want to specify a PIN (password) for the course. Only those persons 
who have the PIN would be able to import the Master Course 

 What courses need to be able to import the Master Course and how it will be used. 

Once the Master Course has been created, you will see it listed among your courses ï if you 
are a Course Editor within that Master Course. Before the Master Course can be imported, it 
needs to be developed with all content completed. 

 

If a course has already been developed and you want it to be used as a 
basis for a Master Course, it can be imported into the Master Course by 
using Copy Course. You need to have Course Editor rights to both the 
Master Course and the course being copied. 

 

 

You do NOT need to have any editing rights within the Master Course in 
order to import it into one of your courses. As long as your course matches 
the filter criteria set up for the Master Course, you will be able to import it. 
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To Import a Master Course, enter the Course into which the Master Course will be imported, 
and go to Manage > Import Wizard. 

1. On the following page, click Master Course. 

 

2. You will see any Master Courses associated with the course in the drop-down list. Select 
the Master Course you want to import from this list. 

.  

If the Master Course could only be accessed through use of an assigned PIN, you would 
enter that instead of choosing a course from the drop-down list. 
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The final options on that page allow you to: 

 Convert any Quizzes (the older test/quiz tool in ANGEL) within the Master Course to the 
newer Assessments tool. If this tool was not used in the Master Course or if you do not 
choose to have them converted, do not check this option. 

 Backup the new course before importing. If no content has been added to the new 
course, however, this is not necessary. 

 Replace existing content. If any content has been already added to the new course, this 
will erase it. Uncheck it if content has been added and you do not want to lose it. 
Importing the Master Course will then add content to the course, but will not delete what 
is already there. 

 
Check for any duplications in content, especially in the Gradebook, 
Calendar, and Announcements. 

3. Click Import to continue. 

 

4. You will see a progress page as content is being imported. Click Exit Import Wizard 
when finished. 
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Importing from a Master Course creates a copy of the Master Course; it 
does not link the course to the Master Course. If any changes or additions 
are subsequently made to the Master Course only, content in any courses 
that were created from it will not reflect those changes. 

 

 

If you anticipate adding additional material to the Master Course and you 
want any courses created from it to automatically be updated as well, 
consider creating the content in an LOR (Learning Object Repository) and 
then linking to that content in the Master Course. All courses created from 
the Master Course will then also have that link to the LOR and will be 
updated as the linked content in the LOR is updated. (Be sure that the 
course also has access rights to the LOR.) 

For more information about linking and updating from an LOR, see How to 
Link or Copy Content from a Learning Object Repository into a Course. 
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Content Management  Tasks  

This section addresses those procedures that involve adding content and activities within 
course sections.  Tasks in this section are listed and linked below. 

 

How to Organize Content 

How to Edit a Syllabus 

How to Upload Files for Course Use 

How to Share Content Within a Learning Object Repository with Other Courses and Users 

How to Link or Copy Content from a Learning Object Repository into a Course 

How to Copy Content Items from One Course to Another 

How to Upload Images in a Content Item 

How to Add Images to a Content Item: Creating an Image Gallery 

How to Upload a Web Page and Its Contents 

Understanding the Difference Between Assessments and Quizzes 

Assessments: Understanding Options and Settings; Creating an Assessmentôs Content, Access, and 
Interaction Settings 

Assessments: Understanding Options and Settings; Review and Assignment Settings 

How to Use Question Sets 

How to Use Question Banks: Definition of Question Bank and Creating a Question Bank 

How to Use Question Banks: Creating an Assessment from a Question Bank 

How to Use Question Banks: Creating an Assessment with Question Pools 

How to Create a Secure Assessment 

How to Create a Pass/Fail Exam 

How Students Can Reenter an Exam 

How to Grade an Essay or Short Answer Question 

How to Increase the Maximum File Size for Drop Box Submissions 

How to Grade a Drop Box Assignment 

How to Grade Drop Box Submissions Offline 

How to Integrate PowerPoint Presentations 

How to Set Up and Use Games: Crossword Puzzles 

How to Set Up and Use Games: Quiz Shows 

How to Set Up Teams Within a Single Discussion Forum 

How to Create an RSS Feed 

How to Subscribe to a Course RSS Feed 

How to Set Up the Gradebook: Preferences and Grading Scale 

How to Set Up the Gradebook: Categories and Assignments 
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How to Rearrange Categories and Assignments in the Gradebook 

How to Create an Extra Credit Assignment 

How Students Can See Their Grades 

How to Create a Survey 

How to Create Teams 

How to Set Up Team Projects 

How to Rebalance Teams 

How to Set Team Access Rights for Lesson Content 

How to Automate Sending an Email to Students Who Have Not Logged onto a Course Within a 
Specified Time Period 

How to Release Content to Students 

How to Release Content Conditionally by Using an Agent 

How to Post a Grade for a Survey by Using an Automated Agent 
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How to Organize Content  

One of the best ways to organize content in ANGEL is to use folders and add content items 
within the folders. This allows you to organize your content into whatever type of unit is best 
suited for your course; that is, Modules, Units, Lessons, Weeks, Chapters, and so on. Note 
the following example. 

1. Go to Lessons > Add Content > Folder. 

 

2. Add the Settings for the Folder. You can use the Subtitle to add the dates for the unit. 

 

By using Advanced Settings, you will have access to the inline HTML Editor. This 
allows you to add some text to the folder by which you could give instructions for the 
unit. When students click on the folder and open it, they will be presented with the 
instructions and information about that unit, as well as any content that pertains. 
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There is a token used in the above example ($FIRST_NAME$). When 
users view that area, they will see their own names instead of the tokenôs 
text. There are a variety of tokens that can be used. See the Instructor 
Reference Manual or later in this Appendix for more examples of tokens. 
You can always do a search on the term itself to find more examples. 

The example above will appear like this when the student opens the folder: 

 

3. Add any content items needed to the folder using Add Content. In the above example, 
you need to add a Discussion Forum, an assignment Drop Box, and a Quiz. 
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4. Continue to add and set up all content items. 

 

5. If you want to rearrange the order of the content items, click Rearrange. 
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6. Then on the next screen, use the mouse to drag and drop the items into the desired 
order. 

 

7. You can use the Section Heading content item to add any additional text between 
content items. Go to Add Content > Add Section Heading. 

 

8. Add the Settings for the Section Heading and Save it. You can use the Page Text area 
to add additional text, images, and/or hyperlinks. In this instance, you are only using the 
Title. 
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After saving, the Section Heading is visible. 

 

 
You may need to use the Rearrange option again to place the Section 
Heading where you want it. 
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If you have other content items that do not pertain to any one particular module, you may want 
to create a folder for those on the main Lessons page. For example, if you have a project that 
is to be done over several weeks, you could create a folder for that and place it outside any of 
the unit folders. 
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How to Edit a Syllabus  

Once a syllabus has been created or uploaded into ANGEL, it can be edited. Exactly how it is 
edited will depend upon the format used. A syllabus can be created by using the Syllabus 
template; by uploading a syllabus created as an HTML page, a Word .doc, or other format; by 
creating it using the Create a Page option; or by linking to an external web page. Editing the 
syllabus will depend on how it was created. 

Editing a Syllabus Using the Syllabus Template  

1. Go to the Syllabus nugget, usually found within the Resources section, roll the mouse 
over the end of the Syllabus bar until the Edit icon (pencil) appears and click it. 

  

2. On the following screen, click Syllabus Editor. 

 

3. Make any needed changes. 
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4. Click Save at the bottom of the page to finish. 

 

Editing a Syllabus that was Uploaded as an HTML file : 

1. Follow step 1 above. On the following screen, click Syllabus Files. 
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Because the syllabus selected in this course is an uploaded file, the 
Syllabus Editor button does not display. 

2. The syllabus file will be displayed on the next page. Click edit. 

 

 

There may be more than one file listed here if the syllabus file had any 
images or other documents linked within it, so be sure you select the 
correct file. 

3. Scroll to the bottom of the window that will appear and click HTML Editor. 

 
The text in the window is in HTML code. Selecting the HTML Editor will 
allow you to edit any text using the more user-friendly format. 
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4. Make any changes that need to be made. 

5. Click the OK button at the bottom of the Editor. 

 

6. You will return to the Syllabus Files page. Click Exit Syllabus Files to finish. 



How to Edit a Syllabus  44 

 

Editing a Syllabus Uploaded as a Document  

While it is not preferable, a syllabus could have been uploaded as a document file. If a syllabus 
in this format needs to be changed, it has to be changed within the word processing program in 
which it was created. For example, if it is a .docx file, it has to be changed within Microsoft 
Word® 2007. 

1. Open the word processing program (for example, Microsoft Word), and then open the 
syllabus file. 

 

2. Make any changes, and Save the file. 

 

When saving the file, do NOT change the file name. You want the file 
name to be the same as the name of the file already uploaded into 
ANGEL. 

3. If you do not have the original file, you can download it from ANGEL so that your word 
processor can have access. Go to Syllabus Files, locate the original, click download, 
and then Save it to your computer so that your word processing program can perform 
the edits. 
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4. Once the file has been edited and saved, return to the Syllabus nugget in your ANGEL 
course and click on the Edit icon as previously illustrated. On the next screen, click 
Syllabus Files and the screen shown here (see above and below) will appear. 

5. Click delete beneath the correct syllabus file. (You want to delete this file so that you 
can then upload the just-edited file that has the same name.) 

 

6. The next page will say, ñAre you sure you want to delete this file?ò Click OK. 

 
This will completely delete the syllabus from your course, so be sure that 
you DO have the elsewhere-edited syllabus file ready to be uploaded. 

 

7. Once it has been deleted, you will be returned to the Syllabus Files page. Click Add 
Content. 
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8. Click Upload Files. 

 

9. Click Browse to locate the edited file on your computer. 

10. Locate the file on your computer and either double-click it, or highlight it and click Open. 

11. Click Upload File. 

 

12. The next page will tell you that the upload was successful. Click Exit Syllabus Files to 
finish. 
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How to Upload Files for Course Use  

There are several ways to upload files to be used in course content. Exactly which procedure to 
use will depend upon how the files are to be displayed and how they are associated with other 
content items. 

Files Used as Content Items in Lessons  

If a file is to be used within Lessons as a specific content item (that is, it is displayed as a 
content item when students go to the Lessons section), then you would use the Add Content > 
Upload file procedure. 

1. Go to the section in Lessons where the file is to appear, and click Add Content. In this 
instance, you will add a file to a folder. When students open the folder, they will be able 
to access the file. 

2. Select File. 

 

3. Click Browse to find the file to upload. 
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4. Find the file, highlight it, and click the Open button. 

 

 

When deciding on a file format to use, consider the size of the file and the 
ability of students to open specific file formats. In this instance, a 
PowerPoint® file was converted to a PDF format both to reduce the file 
size and to utilize a format that all students can access. The most user-
friendly file formats to use are PDF, RTF, and HTML formats. 

5. The path to the file will now appear in the field adjacent to the Browse button. Complete 
the information by adding a title for the file in the Title window, and then click the 
Upload File button 
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If you do not add a title in the Title window, the ñtitleò will be the file name 
(which will be the text that appears in the module). For example, if you did 
not add a title like the one shown here to the file you uploaded, it would 
appear as powerpoint.pdf which may not be very meaningful to students. 

.  

6. The next screen will show that the file upload was successful. Click OK to finish. 

 

The file is now in place within the module folder. 
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Uploading Files Linked Within an HTML (Web Page) Document  

Very often HTML pages contain images and links to other documents. When uploading the web 
page as a content item, you also need to upload all documents and images that are linked 
within that web page. One of the easiest ways to do this is to use the Drag and Drop option 
while uploading the web page. 

To begin, follow Steps 1 and 2 above. 

1. On the next screen, choose the Drag-n-Drop button. 

 

2. If you have never used this feature before, you will be prompted to install it. Follow the 
prompts. When you are finished, the page should display as shown below. 
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3. Locate ALL the files that you need to upload and drag them onto the Drag-n-Drop 
window. 

 

 As the files are being copied over, you may see a progress window: 
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4. Click the OK button. 

 

5. The following screen will ask you to name the content item/web page and to select the 
web page file from the group of files that were uploaded. This is the page that will display 
in the folder. 
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The Drag-n-Drop feature can ONLY be used when there is a single page 
to be displayed as a content item within Lessons that has files linked 
within it. If you want to upload multiple pages that are to be displayed as 
content items, you will need to upload them separately or you can 
compress them as a single zip file (use Manage > Import Wizard > 
Content Package to upload the zip file) and then extract all files during 
that process. 

6. Click OK to continue. 

 

7. The page is now listed within the folder contents: 
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8. Clicking on the link will display the page. 

 

 

In this example, there was a document in pdf format that was linked to the 
original page where it says Print version. When you did the Drag-n-Drop, 
you also uploaded this document file. If that file had not been uploaded 
with the rest of the files, there would be a File Not Found error when 
students click on that link. 

Below is a small segment of the web page. The image displayed is one of the uploaded image 
files. 
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How to Share Content Within a Learning Object Repository 

with Other Courses and Users  

One of the advantages of using a Learning Object Repository (LOR) is that content within a 
LOR can be shared with other courses and users. This requires settings within the LOR to make 
the content available to others. 

1. Click on the LOR button. 

 

2. Open the LOR that contains the content to be shared with others and go to the Manage 
tab. 

3. Click on Course and Group Access. 



How to Share Content Within a Learning Object Repository with Other Courses and Users 58 

 

4. In the Add Associations From column, select Course Search. 

 

The Course Search options will appear. 

You can search for a course by using a keyword, such as the Instructorôs name or part 
or all of the title or Course ID, or you can apply as many of the criteria that might apply 
in order to select the course. Note that you can search by term, location, school, 
department, and so forth. 

The terms used here will be those that are set up by your institution, and may differ from 
the terms used in the example. If no criteria are set, you can also click the Search button 
and all courses within ANGEL will appear. In this example, you just used the search 
criteria All in the Term selector. 

5. Check the box next to all courses that you want to have access to your LOR, and then 
click the Add Selected button. 
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The courses have now been added to the access list: 

 

Going into the last course on the above list, you see that the course can now access the 
LOR. 
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Even though specific courses can access an LOR, the course editors for 
those courses cannot make any changes to the content items linked within 
the LOR unless they also have editing rights within the LOR. 
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How to Link or Copy Content from a Learning Object 

Repository into a Course  

The purpose of a LOR is to house content that is sharable, portable, and reusable. All faculty 
have their own personal LOR; and LORs can be also be created for specific courses, 
departments, divisions, and so on, so that users can share the content items. 

Using a LOR to store content is a good choice when you are teaching several sections of the 
same course and/or youôre teaching the same content for more than one semester, especially if 
you will be editing or adding to the content. By being linked to the content in a LOR, courses will 
always have the most current content without faculty having to go into each course and make 
the changes individually. 

If you have large files, such as video or audio files, that are used in more than one course, you 
can save valuable file space by having all courses linked to those files in a LOR. 

If you need to make changes to specific content items within the courses themselves, however, 
using a LOR may not be helpful because it will not allow you to edit any linked content items 
except from within the LOR. 

1. Open your personal LOR. If you have never used your personal LOR, use the 
Repository button to create the LOR. 

 

If your LOR has already been created, you can also access it from your Home page. 
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Curricular, departmental, divisional, or institutional level LORs are not 
automatically created by the system. You should check with your ANGEL 
administrator if you want to create a LOR for the level of curriculum, 
department, division, or institution. The same procedure illustrated here 
will apply to those LORs as well. 

2. Click Add Content. 

 

You are going to add a folder, and then add a file to that folder. 

 

By adding a folder, and then linking within a course to that folder, you can 
be sure that such contents for that course will be updated every time new 
items are added to the folder. 



How to Link or Copy Content from a Learning Object Repository into a Course 63 

 

3. Apply Settings to the New Folder and Save. 

  

4. The next screen allows you to upload content into the folder. Click Add Content > Add 
a Content Item. 

In this example, you are uploading a document. 
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For more information on how to upload files as content items, see How to 
Upload Files for Course Use. 

 

 

In order for the content in this Repository to be used by other courses, you 
will need to give them access to the Repository. See How to Share 
Content Within a Learning Object Repository with Other Courses and 
Users. 

5. Close the Repository and open the course that is to be linked to the content in the LOR. 
Click the Lessons tab. 

6. Click Add Content in the location where you want the content to be added. In this case, 
you are going to add a Module folder; so you will add it to the main Lessons page. 

7. On the Add Content screen, scroll down to the More Options section and click Import 
from Learning Object Repository. 

 

8. In the top section, use the drop-down list and highlight the Repository that you want to 
link to. 



How to Link or Copy Content from a Learning Object Repository into a Course 65 

 

9. Then click the Browse button. 

 

10. The content items within that Repository will be displayed. Click the box next to any item 
that you want to use in your course, and then click the Link to Items button. 

 

Linking to the item will allow the content to be automatically updated within 
the course every time it is updated in the LOR, including the addition of 
new content items if they are added to that folder in the LOR. 
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11. The next screen will show that the items have been imported. Click Done to finish. 

 

12. Returning to the Lessons page, you will see that the new folder has been added. The 
small upward-pointing arrow in the lower corner of the folder icon indicates that this is a 
link. If any changes need to be made within this folder, they can only be done within the 
folder in the LOR. 
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13. Opening the folder, you see that the file which was within the folder in the LOR is now 
within this folder as well. 

 

14. If you return to the LOR and add another document to the folder... 

 

...it will also be added to the folder in the course: 
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15. If you add an Assessment in the LOR, then you also need to add it as an Assignment to 
the Gradebook within the course. 

If this is not done, all submissions and grades will only appear in the LOR and will not be 
recorded within the course. In this example, you have already added an Assessment to 
the LOR. When it was created, you added it as an Assignment. It now appears in the 
course also. 

 

 

Because this is linked to this actual Assessment within the LOR, you 
cannot make any changes to the settings within the course. All settings 
must be changed within the LOR. 


