
Designing Your Online Course: The Basics 
 

The Build tab is where you construct a course by enabling tools, creating and organizing 

content, and dynamically releasing content with Selective Release. 

 

 

Course Design Overview  

There are three major steps in course design. You will look more closely at each one. 

 Adding Course Tools  

 Creating Content  

 Organizing Content  



Adding Course Tools 

Depending on how your section was created, tools may already appear on Course Tools. For 

example, the course depicted above already contains Calendar, Mail, Search, and Syllabus.   

You can add the following Course Tools:  

Announcements Discussions  Media Library Roster  

Assessments Goals My Files Search  

Assignments  Local Content My Grades Syllabus  

Calendar Learning Modules My Progress Web Links  

Chat Mail Notes Who’s Online 

 

Tool choices depend on the type of content you want to include in your course. For example, if 

you want to include quizzes in your course, you would add the Assessments tool. After you’ve 

added the tool, you can create quizzes and make them available to students.  

Some tools, such as Search and Who’s Online, do not need any further set up. Once you have 

added them and made them visible, students can use them immediately.  

After adding tools, they are accessible from the Course Tools menu on the left of your screen. 

Course Tools, by itself, is a major organization feature of your course and is therefore always 

visible no matter the page you are on.  

To add tools 

1. From Designer Tools, click Manage Course. The Manage Course screen appears. 

 



2. Click Tools. The Tools screen appears. There is a checkmark next to those that already 
appear on Course Tools.  

 

3. Select the tools you want to add and click Save. The tools are added to Course Tools. 

 

Choosing Tool Visibility 
When you add a Course Tool, it is automatically visible meaning students can see the tool and 
access any content you have created with the tool.  

 

If you are developing content for a course that is in progress, set the visibility to 
hidden until you are finished.   

 To change the tool visibility:  

1. From Designer Tools, click Manage Course. The Manage Course screen appears. 

2. Click Course Menu to display the tools that are currently added to Course Tools and My 
Tools.  



 

3. To change the visibility of the tool, in the row for the tool, click Hide Link. The link to the 
tool is hidden from students and an (H) appears next to the tool name on Course Tools 
on the Build and Teach tabs. 

 

Creating Content  

 

You create content items, such as assessments, assignments, and 
discussion topics, by using Course Tools. The items are then added to 
that tool’s inventory. 

Students can access the items from Course Tools by clicking on the 
appropriate tool. Alternatively, you may add links to the items from the 
Home Page or content folders.  

 

 To add a Web Link: 

1. From Course Tools, click Web Links to display the tool’s inventory of any existing Web 
Links.  

If the tool is visible to 
students, the Hide Link 
button appears 
 
If it is hidden, the Show 

Link button appears 



 

2. Click Create Web Link. The Create Web Link screen appears. 

 

3. Complete the Title and Description and choose whether you want the Web Link to 
be visible to students. If you choose Hide Item, the link can be viewed from the 
inventory on the Build and Teach tabs, but it is not visible to students.  

From the main Web Link screen 
you can create and organize 
categories. Assign Web Links 
to the categories here. 

Use Goals to match the 

Web Link with objectives  



4. Complete the Web Address (URL) text box and select the option Open in new 
browser window, if desired. 

5. Click Save. The Web Link is added to the inventory and students can access it by clicking 
Web Links from Course Tools. 

 

A star appears on this tool and other tools in all tabs indicating it has 
been updated. 

Organizing Content  

After you have created content, you can organize it to best suit your pedagogical requirements. 

As you’ve seen, you may choose to have students access items via Course Tools. You can also 

add a link to the item to the Home Page, folders, or learning modules.  

Adding a Content Link to the Home Page  

There are several ways to add a content link to the Home Page. You’ll start by using the Add 

Content Link feature to add a Chat room.  

 To add a content link from the Home Page:  

1. From Home Page, click Add Content Link to display its menu.  

 

2. Click Chat to display the content inventory of previously created rooms.  

3. Select a Chat room and click Add Selected. The Chat link is added to the Home Page.  

Click Add Content Link 

menu 



 To add a content link starting from Course Tools, select the item from the tool’s inventory 
and select a location from the Create Link On menu.  

Adding a File to the Home Page  

In addition to adding content links such as chat rooms, discussion topics, and quizzes, you may 

also add links to files. You can link to an existing file or you can create one with HTML Creator.   

Any file type can be added, including HTML, word processing documents, text files, images, and 

PowerPoint
®

 presentations. Your students may require appropriate software to view the file if it 

is not in HTML format.  

 To add a file to the Home Page:  

1. From Home Page, click Add File. The Add File menu appears. 

 

2. Choose Browse for Files. The File Manager appears. 

 

3. Click My Computer. Your computer's file browser appears. 

Note: You may also select files that already exist in File Manager rather than browsing 
your local computer. 

4. Double-click the desired file (or select the file and click Open). The file automatically 
uploads and appears as a link on the Home Page.  



Folders  

Folders enable you to visually group related course content. For example, a folder called Virtual 

Office could include a chat room for virtual office hours, a discussion topic for posting homework 

questions, and a content file containing course policies.  
 

 To create a folder:  

1. From the Home Page, click Create Folder.  

 

2. Enter a Title and optional description on the Create Folder screen.  

3. Click Save. The folder is added to the Home Page.  

 

After a folder has been created, you can add content to it. This process is the same as adding 

content links to the Home Page, except you must first go to the folder.  

 To add content to a folder: 

1. Click the ActionLinks menu for the folder you created previously and select Go to 
Folder. The empty folder is displayed. 

2. Click Add Content Link and select Discussions to display its inventory. 

3. Select the desired Discussions topic from the inventory and click Add Selected. 

4. Select a Discussions topic and click Add Selected. The Discussions topic is added to 
the folder.  

Create Folder 

New Folder 



Using ActionLinks Menus for Content Links 

Each item added to the Home Page has an ActionLinks menu which is accessed by clicking the 

arrows next to the item title. The options that appear vary depending on the item. Generally, you 

can use the ActionLinks menu to edit item properties, customize the item link, and preview, 

hide, move, or remove the item.  

 

 

 

 

 

Click here to access 
ActionLinks menu 

 

ActionLinks 
menu 


