Creating Content

Module, Sub-module, a File, and the
Accessibility Checker

in myLeo Online



Creating a Module

1. On the myLeo Online Home page, click on the
course icon.
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Creating a Module

2. On the course Home page, click on the
Content tab
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Add a Module

3. Add a module iIs the
last item In the left

navigation menul.

4. Click on Add a
Module

5. Enter a Module name

6. Press Enter
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Table of Contents
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Add a module...




Add a Sub-Module

7. Add a sub-module is

Module 1 ~
below the Module.
8. CIICk on Add a Sub- Add dates and restrictions...
mOdUIe Add a description...
9. Type in a name for the -

sub-module.
10. Press Enter

Drag and drop §

Add a sub-module...




Create a File

14. At the bottom of the

module or sub-module

click on the Upload/

Upload Fil
Create down arrow. pload Ties

Video ar Audio

15. Click Create a File

Create a Link




Enter File

Information

16. Enter the File name

17. Enter a description of
the file.

18. Select the path for the
file.

(The image shows the default path. If you
have created a different folder for the file
click the Change Path button and select
the desired folder.)

19. Click the Publish
button.

Using the Content Tool

Create a File in "Module 1"

Ea Browse for a Te

"ms module gives information on how to use the Content Tools.
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Module and Sub-Module

11. The Sub-module 1
appears in the left
navigation menu under

Module 1.
= Maodule 1
12. Click on Module or Sub-
module name to access the i
= Sub-maodule 1

item.

13. If a module is deleted,
the sub-module is deleted
also.



Accessibility Checker

20. To open the module, click on the module name in the left navigation menu.
21. Click in the module to begin editing the content.

22. Click and drag on the 3 lines to expand the editing area.
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. Getting Started

_ 2.Creating
" Content
Click in this area to activate Editing. The Menu
PSAE Sy across the top of the screen and the options
T Communication at the bottom of the screen will appear.
Toals
_ 4. Building Your 1|
Caurse Getting Started
5. Grades and Welcome, {FirstName}, to the Getting Started Module. The following items are covered in this
B Rubrics module:
= & Accessibility L. .
1. Logging in to myLeo Portal and myLeo Online
2. Editing your account information
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Accessibility Checker

23. Click on the Accessibility Checker icon.

24. The Accessibility Checker appears on the right side of the screen.

25. Make the needed changes. (The items will be removed from the list when the item is corrected.)
26. The number of items needing attention is shown.

27. Move to the next item.
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