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Reviewing Your Course’s Content Collection 

 
Files that you upload, copy, or import into a course are stored in your course’s Content 
Collection, a file library specific to your course. After using Bulk Delete or deleting 
content from a course menu, the original files still reside in the Content Collection for re-
use. This can be useful if you accidentally misplace a file. However, it is best practice to 
remove duplicate or unused files from a course’s Content Collection as a part of content 
management.  

Viewing a Course’s Content Collection 

1. When accessing your course, scroll down to the CONTROL PANEL. Click the gray arrow next to CONTENT 
COLLECTION. 
 

2. On the Course Content page, you will see all of the 
files or folders ever been copied, imported, or 
uploaded to the course.   

i. Click on column headings to sort files in 
order.  

ii. Duplicate files are denoted with a number in 
parentheses after the file’s name.  

iii. To view the contents of an imported or 
copied folder, click on the name of the folder.  

Downloading Files  

To download one or more files from your course’s Content 
Collection, check the boxes next to the files and click the 
DOWNLOAD PACKAGE button. A compressed zip file containing the 
files will download to your computer’s Downloads area or you will 
be prompted to choose a location for the file to be downloaded. 
Once the package downloads, you may extract the files. 
 
 

How to Find Unused Files in Your Content Collection 

1. When viewing the course’s Content Collection, click the gray arrow 
next to the name of the course and select 360 VIEW. 
 

2. A Content Report will display. Scroll down to the FILES AND 
SUBFOLDERS section of the report. The LINKED column will 
indicate if a file is being used in the course; unlinked items 
will not have a checkmark. 
 

3. To delete unused files, either print the Content Report or 
keep the report open in your browser to serve as a handy checklist and proceed to the next section. 
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http://windows.microsoft.com/en-us/windows/compress-uncompress-files-zip-files#1TC=windows-7
http://windows.microsoft.com/en-us/windows-vista/find-a-file-you-have-downloaded
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Deleting Files from the Content Collection 

Using your Content Report as a reference, select and delete duplicate 
unlinked files from the Content Collection.  Warning - Deletion is 
permanent and irreversible. 

1. When you are viewing your course’s Content Collection, select 
the files that you want to delete and click the DELETE button. 
 

2. A confirmation alert window will appear. If you are certain that 
you are ready to delete the files, click OK. 
 
 

3. If you selected content that may be linked to 
places in a course, you will see a warning page 
that lists these items with links to the 360° View 
tool to investigate further. 
 

I. If you do not want to delete linked files, 
click Cancel. 
 

II. If you choose to delete the linked items, 
you will see warnings posted where the 
file was shared in the course. To proceed 
with deleting linked files, click SUBMIT. 
 

4. A confirmation message will indicate that the selected items were deleted. 
 

Deleted Linked File Warnings 

If you deleted a file that was linked to content in your course, you will see 
a warning message where the content was posted in the course. The 
warning occurs because the linked file no longer exists. Edit or delete 
content that displays the “invalid file” or “resource not found” message 
through these steps.  

1. With EDIT MODE turned on in your course, roll your mouse over the content and click the gray arrow button 
that appears. Select EDIT or DELETE from the context menu. 

 
a. If you chose Edit, on the EDIT 

screen for the content, scroll 
down to the ATTACHMENTS area 
and click the MARK FOR 
REMOVAL link to remove the 
broken link from the content.  
 

b. Click SUBMIT to save your 
changes. 


