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Introduction 

Creating a File within the My Learning section allows you to 

create content directly on Brightspace, and has the added 

bonus of being accessible. You can then duplicate this content if 

you have created a template or format that you wish to use in 

multiple instances within the module. 

 

Method 
 

1) Navigate to My Learning and the area where you wish to 

add the new content. 

2) Select Upload/Create and then Create a File from the 

dropdown. 
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3) This will open a new page with a rich content editor, 

where you can add your content. 

If you create a theme/structure/format that you would 

like to re-use across other pages within the module, you 

can duplicate the page once you have selected Save & 

Close. 

4) Navigate to the unit within My Learning where you wish 

to create the copy of the original File and then select 

Upload/Create and then Create a File again. 

5) This time, when the new page opens, click on Select a 

Document Template and then Browse for a Template 

from the dropdown. 
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6) This will open a new window displaying all the folders and 

files for the module, arranged alphabetically; scroll to the 

one you wish to duplicate, check it and then select Add. 
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7) This will then add the content from that File to the current 

page and you can re-use the structure and edit as 

necessary. Repeat this process each time you wish to 

create a copy. 

 

 


