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Brightspace—Template user guide 

BACKGROUND 

The purpose of this document is to guide professors and faculty members in course 
development and organization. Templates have been designed to help create clean and 
professional content pages using the HTML editor to achieve the following goals: 
• Ensure visual consistency between pages.  
• Accelerate course development using sample pages and generic pages.  
• Help meet quality management standards through page standardization and the use of 

generic text.  
• Provide standardized icons to improve student orientation.  
• Differentiate between courses through custom colours and branding with advanced 

templates.  

Select the appropriate template according to your course structure 

Two different template styles are available according to course structure; the first organizes 
course content by week, while the second divides it by theme (or module). Before 
implementing the processes in this document, you will need to decide on the format for your 
course, so that you can upload the correct template.  

The following are excerpts of the respective table of contents (weekly and theme-based) to 
demonstrate the difference in structure: 
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Template content consists of several modules (by week or module) containing various 
standardised pages to be updated with your course’s specific content: 
• Course Introduction: Consists of two sub-modules providing course description 

information 
• Course Outline: Includes submodules for required and recommended academic 

information  
• Course Content: Presents a framework of submodules to organise course content by week 

or module: 
o Content Submodules consist of sub-modules for weekly or thematic 

content and learning activities to be completed by students 
Note: It is recommended that you add a module description and/or 
learning objectives at the beginning of each Content Submodule (an 
example is provided in the document template "07 - 
Module_Presentation"). 

o Overview of Activities consists of an overview of the different activities 
students are expected to complete for that week 
 Note: It is best to use separate (weekly) pages for the activities since 
Brightspace provides page-by-page tracking of student progress. It would 
therefore be difficult to track student progress if all activities were on the 
same page.   

• Assessment of Learning presents a template prompting you to add important information 
about the evaluation activity. 

• Frequently Asked Questions: Consists of a general discussion forum for students to post 
questions to each other and to faculty.  

Note: instructors or assistants should either plan to review this board regularly to 
ensure student concerns are being addressed or deactivate it (i.e., remove it from the 
content).  

• Tools: Consists of the TLSS student guide for online courses.
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Import a template into your course space in Brightspace 

Once you have chosen the template style you wish to follow (weekly or theme-based), you will 
need to download the respective file, which can be found here, and then import it into your 
course space.  

Important: We strongly recommend importing your template as the first step to creating your 
course in Brightspace. Adding a template will not modify content that already exists in a course; 
if you already have content in your course, the template materials will appear as new items in 
the Table of Contents following the existing content.  

Once you have downloaded the appropriate template file 

1. From the course navigation bar in your Brightspace course space, click Course Admin. 

 

2. Click Import / Export / Copy Components. 

 

  

https://uottawa.saea-tlss.ca/en/virtual-campus/faculty-members
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3. Select Import Components and click Start. 

 

4. Click Upload and browse to locate the .ZIP file of the template where it was saved 
onto your computer.  

 

5. Once the upload of the .ZIP file is complete, click Import All Components (this will 
start the importation processes). 
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6. When all the importation processes are complete, click View Content. 

 

Enable HTML templates in course content 

Once the template has been imported into the course, you need to enable HTML templates to 
activate them. This will allow you to leverage and modify the predefined templates. 

1. Click Settings (found just below the navigation bar while viewing course content). 

 

2. Activate Enable HTML Templates, found under Content Authoring. Then, click Change 
Path. You may need to resize the Settings window (e.g. increase width) to access this 
button. 
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3. From the file directory, locate the root folder TEMPLATE UO and select the subfolder 
module_templates. Then click Select path. 

 

4. Click Save. 
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Using the preformatted HTML pages 

The templates provided come with several different styles of preformatted content pages that 
you can modify to best present your course content. They also allow you to add additional 
pages using the template formats. Note that the processes involved with editing preformatted 
HTML pages may not be straightforward to all users; please see Step 3 below for guidance on 
copying and pasting content, as well as on entering text directly into the template pages.  

To add and modify content pages: 

1. While viewing a Content Submodule, click Upload / Create and select Create a File 
from the dropdown menu. 

 

2. On the Create a File page, click Select a Document Template. Choose an appropriate 
template from the dropdown menu. Selecting an option will immediately apply the 
given template; however, you are also able to use this menu to change the selection if 
the template chosen does not meet your needs. 
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3. Click on the text presented in the template page to edit the content. 

 

Important: We strongly recommend entering text directly into the template, rather than 
pasting your content over the preformatted materials, as this prevents accidental overwriting 
of the formatting used in the templates. If copying and pasting material (e.g. text from a Word 
document), be sure to do so in small chunks and select the option Remove Formatting when 
prompted. This ensures the system retains the formatting of the template and maintains 
consistency throughout all documents. 

Tips:  

Ensuring accessibility  
An Accessibility Checker is available through the HTML editor window when you create or edit 
content pages. This button, seen as an eye with a checkmark, is located to the right of the spell 
check button. You can click "Check Accessibility" at any time when editing your content; using 
this option frequently can help ensure your content is formatted to best promote accessibility. 
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Modify template colour schemes using CSS: 

The predefined templates are designed to support three predefined colour schemes, 
which you can use according to your preference: red, green, or blue. You can choose your 
preferred colour scheme by manually modifying the _custom.css file following the steps 
below.  

1. Extract the downloaded .ZIP Brightspace template file to your local computer.  
2. Navigate to the path TEMPLATE UO\assets\css and access the file 

_custom.css. 

 
 

3. Open the document using an appropriate text editing program (e.g. Wordpad 
or Notepad; do not use Word), you may need to leverage the “Open with…” 
dialogue (by right-clicking on the file) to choose an appropriate program.  
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4. You will find the codes for the 3 different colour schemes between lines 1 and 
43. Activate your preferred colour scheme by typing respectively “ /* ” and “ */ 
“ at the beginning and end of the code relating to colours you wish to 
inactivate.  
See the example below, which would activate the blue colour scheme (the 
second block of code).  
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5. Once you have made your modifications, save your changes to the _custom.css 
file (the name must remain _custom.css) and return to your course space in 
Brightspace. 

6. Click Course Admin, then Manage Files. Click Upload. 

 

7. Browse for and locate the modified _custom.css file on your local computer 
and click Save. 

8. On the Confirm File Replace dialogue window, click the checkbox to the left of 
_custom.css and click Overwrite. Your colour scheme modification should now 
be visible throughout your course content. 
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