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Using the HTML Editor

Introduction:

This process describes how to use the HTML editor to modify the text displayed in a course syllabus.

Details:

1. Click the Open Editor link to the right of any text box where applicable.
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The editor will open by default to the Design tab where you can make edits to the text that will be displayed. If
you prefer to use HTML, please select that tab.
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3. Onthe Design tab, type the text to be displayed in this field. Highlight the appropriate text and make
adjustments using the editing buttons above.
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. & Insert a link
If you want to add a link within the text, click the hyperlink button and a new window will appear. Select

the URL or E-mail address and enter the destination. If desired, add a ToolTip (text displayed when
cursor is placed over the link) and/or choose to have the destination open in a new window.
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4. Click the Preview tab to see how your text will be displayed.
5. Click the Submit button when finished.
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