
 
 

Add a File to a Content Area 
 

 
 
One may add a file to a content area (for example, Course Materials or Assignments) or 
inside a folder in a content area. 
 
1. To add a file, click on +item 
 

 
 
2. In the Content Information area, 

a. Type a name for the item (required).  
b. In the Text box add any needed description, instructions or content related to 

the item (Optional). You may also customize your Name by choosing a color. 
  

 

 
 

c. Another method of adding content is to add a file. Type in the URL or browse to 
find the file on your computer.  

 

 
 



 
3. Under Options.  

a. Check Yes to make the folder available.  
4. Display After and Display Until boxes   

a. To restrict the dates when the item is visible, check the relevant box and choose 
start and/or end dates. Leaving the boxes unchecked allows the folder to be 
seen whenever the course shell is entered by students. 

5. Click Submit (at the bottom of the page) and OK (on the next screen). 
 

 
 
 

 
 
 
 


