
How to Add a Folder to a Content Area 
 
Folders allow you to group related material together; this makes it easier for students find 
the material they need.  Here you will learn to add a folder to a content area, as well as 
how to open it in order to add material to it. 
 
1. Access your course from the Welcome Page 
 

 
 
2. Open the Control Panel 

 



 
 
 
 
 
3. Select the Content area to which you need to add the external link.  All Content Areas 
work and look the same. 
 

 
 
4. Click the Add Folder icon. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
5. Name the folder and describe its contents.  Set the options you need.  

 
 
6. Scroll to the bottom of the screen and click the Submit button 
 

 
 
 



 
7. Click the OK button to return to the Content Area.  You should see your folder.  Click 
on the Name of the Folder in order to open it. 

 
 

8. Once the folder is open you may place items, external links, etc. into it.  Notice 
the tool bar in the folder is the same as the toolbar in the content area. 

 

 
 
9.  Add items, external links etc., as needed. 
 
 
 


