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Ordering Content

Content in Brightspace is arranged by Units, Sub units and Topics.
e A Unitis a containing folder for your content.
e A Sub unitis a containing folder created inside a Unit.
e ATopicis acontentitem contained within a Unit or Sub unit.

You can change the sequencing or order of Units, Sub units or Topics as well as being able to move Sub
units and Topic between Units.

Moving or ordering Units
Units are holding containers for your module content.

Step 1 - Units in Brightspace can be moved or ordered by click-and-drag.
Hover over and left-click on the Unit handle.
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Step 2 - Drag the handle into the correct position indicated by the blue line.
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Step 3 - Release the mouse click, dropping the Unit into the correct position.
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Moving or ordering Topics

Content items inside holding Units are called Topics in Brightspace.
Step 1 -Topics can be moved or ordered by click-and-drag.

Hover over and left-click on the Topic handle.

‘\ a|  Module Information . 8 print
E;] Qverview
Add dates and restrictions...
[] Bookmarks Add a description...
g Module Schedule Existing Activities # Bulk Edit
Lesmine Wsriees # Principles of Corporate Finance (13th Edition)
@ Web Page
“ Module Information )
# E-Book Details Left-Click and hold the
# Course Materials o o e / handle of the Topic
" ?Course Outline -
i Assessment E Word Document
Add a unit...

# Bloomberg Information
@ web Page

# FIN 20050 Online Exam Student Information
E PDF document

'u' Settings



@ # i

[U[&4p] Business eLearning

=Sl UCD College of Business
W

Step 2 - Drag the content Topic into the desired position indicated by the blue line.
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Step 3 - Release the left-click, your content item will remain in position.
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Move content to a different Unit

There are two ways to move content items into the desired containing Units.

Method 1 - Click & Drag

Step 1 - Left-click and hold the handle of the content Topic you wish to move.
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Step 2 - Drag the Topic into position.
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Step 3 - Release the mouse click dropping the Topic into position.
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Method 2 - Select from a list

Step 1 — Click the drop-down options of the content item you wish to move.
Click Move To
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Step 2 - Select the destination Unit from the list, Click Move
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Step 3 - Your content has been moved successfully to the destination Unit.
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