
INSTRUCTIONS TO ADD NEW POLICIES TO BRIDGE 

 

Below are the instructions to add new policies to the Bridge portal. 

These can be added from a Word or PDF document saved to your 

computer, server, or thumb drive/digital storage device. 

 

1. Log in to your Bridge portal. 

2. Click on the application switcher          at the top-right corner of 

the screen to expand your admin navigation menu.  

3. Click on Author  

 

4. It should open directly to the COURSES tab. 

5. Click the + NEW COURSE button at the top right                        

(keep in mind that Bridge is not a traditional document 

management system. Policies are technically added as courses; 

which allows you to assign them, add quiz questions, monitor who 

is viewing them and when, and pull their activity reports.) 

6. Click on the Course Title section at the top-left corner to add your 

policy title.  

7. Bridge will automatically save all changes made for you.  

8. Your first page is listed in the gray area on the left-side of your 

screen, noted with the “1” beside it. To add additional pages, click 

on the blue Add Content button above, a click for each page 

needed. 

 

 

 

 



9. Whichever page you have selected in that gray area is 

represented in the white “workspace” area. This workspace is 

where the policy page will be added. (see screenshot below) 

 

 

 

 

 

 

 

10. Technically, you could copy and paste the text from your 

policy into the workspace area to add your pages, but this method 

will result in additional time to format the text. You are also 

limited by your formatting options, such as text color and size. For 

this reason, we recommend you add each page of your policy as a 

.PNG image file instead. It is a quicker method, and will make your 

Bridge Policy look exactly like the Word or PDF file you are 

working with. We use a file converter called Zamzar to convert 

our word or PDF files into .PNG images. It is available at 

www.zamzar.com. (There are many different file converters 

available online, feel free to choose whichever you prefer.) 

11. Once you have converted your Word or PDF file into the 

.PNG files (you should have one file for each page of your policy), 

click on the media button            from the workspace tool bar area.  

 

 

http://www.zamzar.com/


12. Drag and drop or browse and choose the .PNG file/page you 

would like to add into the dotted box area. 

 

 

 

 

 

 

 

 

13. Your policy page should now be shown in the workspace 

area. (If you selected the wrong .PNG file, you can click the 

backspace button to remove it from the work space area.) 

14. Click on your next page/slide from the gray area on the left 

to continue adding your policy pages. 

15. Follow steps #11 and #12 for each additional page needed.  

16. If you would like to add quiz questions to your policy, click 

the blue and white arrow beside the Add Content button and 

select “Add Question”. Click it again to add additional question(s).  

 

 

 

 

 



17. You should now see a blue quiz question box/slide 

highlighted in the gray area, and your question options shown to 

create your question.  

 

 

 

 

 

 

 

 

 

18. Click on the question format you would like to use (multiple 

choice, multiple answer, sorting, or short answer). 

19. Click on the “Question Text” area to type your question. 

20. Click on each “Answer Box” to type out your answer choices. 

 

 

 

 

 

 

 



21. You can add additional answers by clicking “ADD ANSWER” 

or remove unneeded answer boxes by clicking the “X” to the right 

of each answer box. 

22. You can also preserve your answer order by clicking the box 

beside your answer type. (for example, you have an “all of the 

above” answer you would like to remain as the last answer 

option). Otherwise, Bridge automatically juggles the answers for 

each user to have a different arrangement of answer options. 

23. Once you are finished adding your policy pages and quiz 

questions, you can click PUBLISH COURSE at the top-right to 

complete your policy. (If you are not done, but need to leave it for 

a later time, click the “X” at the top-right to close the set-up 

screen. Bridge will automatically save your work. 

24. You should now see the settings area and a row of tabs to 

choose from next. (see the red arrows below) 

 

 

 

 

 

25. You can click on More Settings to add a due date, specify 

the quiz settings, etc. (Those settings will affect every quiz 

question within the policy). 

26. When done with your settings, click Fewer Settings to close 

that section.  

27. You can preview your policy by clicking on the eyeball icon               

at the top-right of the screen. This is the best way to make sure 

your policy pages are in the right order and your quiz questions 



are functioning correctly. Click the eyeball icon again to escape 

the preview section.  

 

 

28. If changes are needed, click on the pencil icon to edit your 

policy and/or quiz questions.                  

 

 

*You may need to re-publish your course after making                       

changes.    

 

29. Once your policy is complete, you can now decide to share it 

&/or assign it to a user from the Learners or Groups tab, or you 

can organize your policies into Groups to place in the Learning 

Library and/or assign to users. 

30. We use Programs to group and organize the policies. 

Programs can be found from the menu bar of the Author Section.  

 

 

 

 

 

 

31. Click on Programs from your Author menu bar.  

32. Click + NEW PROGRAM at the top-right of the screen.  



 

33. Click on Untitled Program to type out the name of your 

policy group. (Example: Dept. Name Patrol Policies, Dept. Name 

Jail Policies, etc.) 

34. You can select a preferred color to show for your program 

once loaded in the Learning Library. 

35. You can also upload an image you would like to be shown 

once loaded in the Learning Library. 

 

 

 

 

 

 

 

 

 

36. Click the arrow                on the right side to collapse that 

settings menu.  

 

37. To tell Bridge which policy you would like to add to the 

Program, click on the book icon.   

             



38. Start typing the name of the policy in the box that appears. 

A list of courses and courses that fit that criteria will appear; click 

on the policy you would like to add. 

39. The policy you added will now be listed. Click on the plus 

sign to the left and then the book icon to continue clicking on the 

book icon to add additional policies. 

 

 

 

 

 

 

40. From this same screen, you can drag and drop the policy 

titles to re-arrange them into a different order. 

41. Once you have added all your policies, click Publish at the 

top-right of the screen to complete your Program. Bridge will 

automatically save your work. Once the Publish button 

disappears, click Done. (If you would like to leave the program to 

return at a later time, just click the “X” at the top-right of the 

screen.) 

42. You are now back to the Program settings and assigning 

screen. 

 

 

 

 



43. You can click on More Settings to change the program 

settings. (We recommend you turn OFF the “Send Notification at 

Each Step” button as it will send many emails to the users it is 

assigned to. 

44. You can click on the Learners tab to assign the course to 

individual users. Or click on the groups tab to assign it to a group 

&/or place in the Learning Library.  

45. To place it in the Learning Library: click on Groups, click on 

Set Relevance, select Available in Library from the drop-down 

menu, and click save. This will apply to all users enrolled in your 

Bridge account.  

 

 

 

 

 

 

 

46. You can now access the Program containing your selected 

policies from the Learning Library (Learning Library is found in the 

My Learning section).  

 

 

 

 



 

 

 

Please refer to the accompanying video tutorial that covers each of 

these steps, plus additional information, at the following link: 

 

https://www.llrmi.com/bridge 

 

Feel free to call us at (317) 386-8325 if you have questions or need 

additional assistance. 

 

https://www.llrmi.com/bridge

