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Using Templates

Brightspace provides customizable file templates to help you standardize and improve the look and feel of your
course files.

To locate the available templates:
e Select the Upload/Create button within a module and select Create a File.

Print Settingy
% Template Module . Lol
BT Overview
Add dates and restrictions... -
[ Bockmarks Add a description...
£ Course Scheduie g Actvities % sea
Table of Contents md drop files here to create and update topics
Video or Audio

# Template Module

Create a File

Add a module...
Create a Link

Add from Manage Files
New SCORM/xAPI Object
New Assignment

New Checkfist

New Discussion

New Quiz

New Survey

o Name your file and click on Select Document Template to choose a template from the drop-down menu.
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Create a File in "Template Module"

Sebect 8 Document Template

00_blank
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02_module_intro

03_meet_your_facilitator

04_basic page

05_video_lecture

06_conclusion

07 _elements

08 _images

09 _accordions

10_tabs
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To use these templates, replace placeholder images and texts with your own.
A summary of the template types is displayed in the following table.
Template Description
00_blank Create a File in "Template Module" The blank template is a
fied | barebonestemplate
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Add Page Title Here

Insert your content here.

with a banner image, title
and content
placeholder.

01 intro

Create a File in "Template Module"

01intro | setecta Document Template
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Course Title

This page layout features a full-screen image for visual impact, and a clean
area for course description, which is ideal for a Course Introduction page.

We recommend limiting the amount of the text included on the page. Also, use
an image that is at least 1200 pixels in width and 600 pixels in height.

The intro template gives
you a banner, course
title text block and
course description text
block. Thisis a good
option for an
introduction page to
your course.




02_module_int
ro

Create a File in "Template Module"

02_madule_intre Select a Document Template
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Module Introduction

This Module Introduction page features a prominent banner image across the top and a
numberedlist below

This i more content than the Course Introduction page. And,

as illustrated below, the numbered list can be used to list 2 module's learning objectives.
This makes it ideal as the first page of a module in a course.

Recommended banner image size: at least 1200 pixels wide and 400 pixels high.

Learning Objectives

When writing learning objectives for a course ar module, remember:

1 Each objective should use a verb that describes a measurable action or behavior

Include the specific circumstances under which the learner is to perform the
targeted action or behavior

3 Keep your learning objectives focused and concise

Ensure your objects are realistic and target the appropriate level of Bloor's
takanomy

The module intro
template includes a
placeholder for
learning objectives.

03_meet_your_facili

tator

Create a File in "Template Module"

03_meet_your_fasilitator Select a Document Template
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The meet your facilitator template
is a profile page where you can

.| [display your image, your bio, your
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22 contact information and your
Meet Your Facilitator office hours.
Facilitator Bio
The Meet Your Facilitator page can serve many different O
purposes. Among these uses, it \sgrna: Zs:s d;:::::m spaceto
Contact Info
Email: first last. @email.com
Phaone: (000)000-0000
Office Hours: 8:00 am. - 5 p.m.
E
04 _basic page Create a File in "Template Module" The basic page template is a general-
s < purpose layout with areas to add
R S | text.
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This Basic page is a general-purpose layout.

Basic Page

Easy Editing Use the HTML Editor

Yau can use the HTML editor to make quick and easy changes without needing any prior knowledge of HTML
Enter your content and use the available controls to apply formatting to your text.

Copying Text
Pro Tip: When writing content, it is ice to fir such as Microsoft Word.

Itallows stakeholders to easily collaborate and track changes to content. It also allows you te spot spelling and
grammar errors early on

ntent in

‘When pasting text from a Word document into the HTML editor, however, some of the document's text styling
will copy over. This will clash with the styles that are carefully crafted for this template. So, we recommend to
paste the text without formatting.




The video lecture template is

another general-purpose layout

e which includes an embedded

249 video frame which you can replace

VideoLeachure with a link to a video that will run
within the frame.

OS_\/ideo_lectu re |Create a File in "Template Module"
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This Basic page is a general-purpose layout.
The Video page layout includes an embedded YouTube video, which can scale in any browser or mobile device.
Embedding videos in the page is 2 great way to present videa content, while accompanying it with supporting

context, explanations and activities.

&= Content- Greate a Fileand |

The conclusion template provides
a space for summarizing your

~—— | |module.

06_conc|usion Create a File in "Template Module"

Select 2 Document Temglate

Conclusion

Though this Conclusion page layout could be used for various purposes, it makes an excellent page to conclude
each module. Usinga consistent layout for conclusions will help signal to course participants that they have

reached the end some portion of the course content

Next Steps
The elements template contains a
variety of items and layouts to which
text can be copied and pasted and
styled as lists, callout boxes, block
Elements Page . .

quotes, as well as arranging text in a

This page includes samples of some commonly used page elements. A .
jumbotron block, or in panels.

You can copy one, or more, of the specific elements from this page and paste them into other pages. By combining

07 elements Create a File in "Template Module"
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elements, you can create new layouts for your courses.

Copying Elements

To copy any of the following elements, please select everything between "start copy” and “end copy" for the

specific element, then copy and paste into the HTML Editor.
s in"Edit' mode.

to a dif page please make sure th

Ordered List: Large

To copy El




08 _images

Create a File in "Template Module"

[ 08_images l Select a Document Template.
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Image Samples
This page includes samples of images.

Best Practices

Images can be added to any of your pages to create visual interest and help break up text-heavy courses, This
il el can be used.

You can do one of the following:
= Replace the images and text on this page
+ Follow the directions below toinsert newlimages on other pages
+ Copy the image alignment samples from this page and past them to other pages

Replace Image

This template comes with some image placeholders. To replace the image:
1. Select the image and delete it (Note: Do not move your cursor)

2. Click the Insert Image icon
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The images template allows you to
insert and arrange images in your
module.

09_accordions

Create a File in "Template Module"

09_accardians Select a Document Tompiate
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Accordion

Accordions are useful when you need to present learners with alist of items—there may be a lot to learn about
each item, but the first priority is for the learner to recognize and learn the list of closely associated items first,
then allow them to dig deeper (by opening the accordion) ta learn more,
To copy Accordions onte a different page please make sure the page is in ‘Edit' mode.

Single Accordion
Pr————

Accordion Title

Insert Accordion content here.

Mczordion. endcasy

Accordion: Group of 2

Iceorton it eapy
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The accordions template displays
content vertically in up to six
collapsible sections.

10_tabs

Create a File in "Template Module"

l 10_tabsl l ‘Saluct a Dacument Templats
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Tabs

Best Practices

Tabs are useful for elaborating on an idea that has set structures or categories of sub-information, particularly, if
you have a collection of pieces of content that all have the same set structures. For example, laying out a series of
studies that each has a hypothesis, a method, and findings. Tabs are especially effective when the information
presented in the first tab is built on in the second; the second built on in the first, and 50 on (as in the example of a
study's hypothesis, methad, and findings.

To copy Tabs ontoadi Pl p he page is in ‘Edit' mode.

Tabs: Group of 2

Tabe: Metastal:star oy
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Horizontal Tab 1 of 2 content

Harizontal Tah 2 of 2 content

The tabs template displays
content horizontally in up to four
tabs.




