l s Basic Text Editor
Black Hills

State Universit ¥
1 ri.'—t'.'-Fur'i'n:IrE Lives-

In this tutorial we will learn how to utilize the Basic Tab of text editor.

Step 1. Adding Text in Text Editor

Suppose you teach an economic class about Italy and you wish to enter information including

titles, pictures, tables and other textual information for your students.
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1B. In order to start entering
information, click inside the text

1C. After this, you may want to add
other information about Italy.
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Italy hes a rich hstory including its physical lsndscpe and its econormy. Italy is world relenown for Its "boot” shape. [t is &8 very unigue feature
that attracts tourists there, Tourism has always played a big part in Italy's economy. Here are 3 interesting facts about it's touriem

| Basi l o e— (You can also bold and underlined
L
words by clicking the corresponding

. ’ u_ f ;i i buttons and then typing your text).

Ecoromic History of 1taly Y
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Italy has more that 42 2 mellion tourists every year. [taly ha
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Step 2. Creating Lists in Text Editor
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2A. For other information such as facts,

you may utilize the “bullets” button.
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Italy has a rich history including its physical landsogpe and its eco
that attracts tourists there. Touriem has always played a big pan



Basic | Advanced . 2B. If there is any information that can be numbered, such as steps,

_i years and dates you may use the “Numbered list” button to list them.

[taly has & tourism reverse of 47.2 billion dollars
[taly has many busy tourism spots such == the coliseun and the Panthecr

2C. This makes your content appear very clean to the users. To use a numbered list, click
“numbered list” and then simply click where you want #1 to be, add the text, and then hit
return to place #2 and so on. Once you complete the numbered list, click the “numbered list”

button to stop numbering and start a new paragraph. Same instructions apply to bullet lists.

Step 3. Adding Pictures in Text Editor

After you finish adding your desired information, you may want to import a picture. Since the
topic here is of Italy, a picture of Italy could be imported to be add color to your content.
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sha from the text editor menu. (Please make sure that all
images you use are not copyrighted or you must - m
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Submit a File - Play Course — KHuber - South Dakota Board of Regents
& My Computes 3B. A window pops up with a few options; to either
2 Cosse Offering Fllos upload a picture from your computer files (which is

recommended), from your course offering files or a URL.
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& Selecting an image from your computer is recommended as to make sure you won't lose

the image since it is located on your computer.
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address of an image and
paste it in the field.
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&(For internet explorer users, please note that you may receive a security warning asking
your permission to display content from external websites. Please click “no” to display the
content. You may recommend your students to do the same or they may use a different web
browser such as firefox.)
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|Security Warning I |__2§

_‘,3 Do you want to view only the webpage content that was delivered
22 securely?

This webpage contains content that will hot be delivered using a secure HTTPS
connection, which could compromise the securty of the entire webpage.

{ Mare Info ] [ Yes ][ No J

Provide Alternative Text

(’"-' Alternative Text

0 Provide altemative text for the Image. This text should convey the
same Information as the image. If this image does not convey any
information, select "this image is decorative”,

Alternative Text: 3F. Another window will pop up asking if

This imace 1§ decorative you want your image to have alternative
= nage 1S gecorative

text. Alternative text is alternative to the
g image that will appear when you hover the
" || mouse over the image (It is for those

students who are not able to see the image

but may utilize text-to-speech recognition
tools to read the alternative text for the
image so they will know what type of image
is located there.




Provide Alternative Text

(1'* Alternative Text

U Provide altemative text for the image. This text should convey the
same information as the image. If this image does not convey any
information, select "this image is decorative".

Altemative Text:

I o e —— you may check the box “Image is decorative”
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skip adding alternative text.

3G. If you believe that the image is decorative

” and

OK |

3H.Then click “upload”. >

Now your image appears
in the text editor.

3I. You can resize the image by clicking on it and then
clicking on any one of the small gray boxes that

appear around the image and either drag it outwards
to make it bigger or inwards to make it smaller.

Upload




Step 4. Aligning Text and Images in
Text Editor
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Economic History of Italy
Italy has & rich history Inchading its physical landscepe and its aconamy. [taly is world renown for Its "Boot™ shape. [t Is 3 very unigue
there, Touriam has always played a big part In [taly's economy. Here ane 3 interesting facts about it's touriem

1 Italy has more than 43.2 milllon tourists every year.
italy has a tourism revenue of 47.2 billion dollars.
S ltaly has many busy tourism spots such as the coliseum and the Pantheon.

4A. After importing an

o Italy has a very competetive tourism industry. I image, you may want to add
¢ It ranks amongng the highest in the world for tourist visits every year. . g
e Here is a table documenting tourism over the years more textual information.
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Italy has a rich history inchuding it
feature that attracts tourists there

4B. Then you may want to align text to the left, middle or right

side of the page. Go through and format the text and images to
your preference by using the 4 buttons in the middle of the menu.

. Italy has more than 43.2 millon tourists every year,
. Italy has a tourism revenue of 47.2 bdlon dollars.,
- 1taly has many busy tourism spots such as the coliseum and the Pantheon

« Italy has a very competetive tourism industry.
. I1I: ranks amongng the highest in the world for tourist visits every year.
4 « Here is a table documenting tourism over the years
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Economic History of [taly

has a rich history Including its physical landacape and its economy. Italy I8 workd renown for its "Boot™ shape. It is & very unigue physical feature that attracts toy
Tourism has always playad a big part in [taly's economy. Here are 3 interasting facts about It's towrism

- Italy has more than 43.2 million tourists every year.
- Itady has a tourism revenue of 47.2 bilion dollars.
- Italy has many busy tourism spots such as the coliseum and the Pantheon

« [taly has a very competetive tourism industry.
« It ranks amongng the highest in the world for tourist visits every year.
« Here is a table documenting tourism over the years



Step 5. Adding a Table to Text Editor

Following this, you may want to add a table with information of Italy’s tourism rates.

Elss = m@,z

Ich history inchuding its physical landscape and its economy. [taly i world renowr for ite "Boot” shepe. It is a8 very unique physical faature that attract
m has always played a big part in Italy's economy. Here are 3 interasting facts about it's tourism
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Economic History of [taly

1. Italy has more than 43.2 million tourists every year.
Italy has a tourism revenue of 47.2 billion dollars.
Italy has many busy tourism spots such as the coliseum and the Pantheon,

5A. First you are going to need to

a very competetive tourism industry. choose a topic for the table. For
imongng the highest in the world for tourist visits every year. . " , . .
table documenting tourism over the years instance, “Italy’s tourism arrivals over

Italy's tourism arivals over the years the years.” After you decide of an
appropriate topic, you are going to
need to enter the table.




5B. To do this, click the table

_icon in the text editor menu.
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ich history inchuding its physical landscape and its economy. [taly i world renown for ite "Boot” shape. It is a very unigue physical feature that attract
m has always played a big part in Italy's economy. Here are 3 interasting facts sbout it's tourism
1 Italy has more than 43.2 million tourists every year,
2. Naly has a tourism revenue of 47.2 billion dollars.
Italy has many busy tourism spots such as the coliseum and the Pantheon.

a very competetive tourism industry,
imongng the highest in the world for tourist visits every year.
table documenting tourism over the years

Italy's tourism arrivals over the years
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cell spacing, cell padding and borders of the table.

5C. A window appears where you need to choose the F
dimensions of your preference. You can edit the ey

number of columns, rows and the height and width, =

General properties

Columns L‘_

Cellpadding

Width
Class

Table caption |

Algnment -« Not set --| = |

Mot set

Rows 2
Cellspaang
Border

Height

[=]

5D.The buttons to pay attention to here are the cell padding, cell spacing and border. Cell
padding is “how big you want the cell to be”, so the bigger the number you enter, the bigger the
" | cell. Please note that if you type more text in the cell, it will automatically expand to fit all the
information. Cell spacing is the distance between cells. If you check the caption box, a cell

! appears above the table allowing you to enter a title for the table. Border affects the outside lines
of the table. The bigger the number, the wider the border is throughout the table.

l Insert I

l Cancel l

& [nternet | Protected Mode: OFf 2 v RIS -




General | Advanced

Advanced properties

Id '

Summary

Style

Language code i

Frame |-- Not set --
Rules | == Not set --

Lanquaqge directon = Not set --

Border color . ] ;

Background color | !

The Background color affects the inside color of
the table and the border color affects the border.

| Insert I
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E. If you click the “Advanced” tab, you
will be brought to another list of options.
The two fields to pay attention to here are
the border color and the background color.
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General propertie

Columns
Cellpadding
Alignment
Width
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Table caption

5F. With this table, we would like it to have 9 columns and

3 rows so enter the appropriate dimensions into the fields.
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| Insert I < 5G. Then select “insert”.

O

5H. You may resize by following
a the same steps as with images.




5I. For the first row we are

going to enter in the year Tesr

5]. the second we will

enter the amount of Amount of tounsts (thousands0
tourists (in thousands)

5K. and in the third we will enter in

the percent change from year to year. Percent change|

5L. After you enter in
these titles you will enter
the rest of the data into the
Italy's Tourism over the Years| other cells of the table.

Year 2003 2004 2005 2006 2007 2008 2009 2010

Tourists (thousands) 409 471 S46é 533 634 779 753 | 838

% Change 1 15 16 -2 19 23 -3 o
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o Italy has a very competitive tourism industry
It ranks among the highest in the world for tourist visits every year
o Here is a table documenting tourism over the years
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5M.Now that you’ve entered all the information into your

table, you may want to add a conclusion sentence.

Step 6. Spell Checking the Text Editor

Following entering all of your information, may want to go back and spell check your text. This
is where the menu above comes into play. The first thing you want to do is spell check your

entire content.
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6A. Click on the “Spell check” button on the left.




Spell Checker - Play Course -- KHuber - South Dakota Board of Regents

6B.A window appears with misspelled
Misspelled Wor

words highlighted in your document.

6C. You can

competetive 7Ignore Once gnore Al

ignore them
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Economic History of Italy
[taly has a rich history Including Its physical landscape and Its econamy.
[taly is world renown for its "Boot" shape. It is a very unique physical

feature that attracts tourists there. Tourism has always played a big part
in Italv's economy. Here are 3 interestinag facts about it's tourism

Replacement Text

Suggestion: | competitive ’T

: 6D. or replace them by clicking

DTpeive Beplace Ones l the appropriate buttons.
Language
English (US) [= [ Change ]

Apply Cancel
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Misspelled Word
competetive <E. The word being corrected will be highlighted.

—

Economic History of Italy

1 »

[taly has a rich history Including Its physical landscape and Its econamy.
[taly is world renown for its "Boot" shape. It is a very unique physical
feature that attracts tourists there. Tourism has always played a big part
in Italy's economy. Here are 3 interesting facts about it's tourism

Replacement Text 6F. If it is misspelled, click on the box

Suggestion: | competitive '+ { next to the “suggestion” field and scroll
down to the right word.
competitive
T T T
Language
English (US) [= l Change

Apply Cancel
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- Italy has a very competitive tourism industry.
- It ranks amongng the highest in the world for tourist

1

Replacement Text .

Suggestion: No suggestions available. ‘

amondg Replace Once l Replace All Lmd-:t
| k=

)

6G. If it is not there, you can simply type the right spelling of the word in the field and then

click “replace once” or “replace all” if there are more instances throughout the document.

Apply Cancel




Spell Checker - Play Course -- KHuber - South Dakota Board of Regents !

6H. After you ignore or replace a word, spell checker
Misspelled Word youigh p P

will automatically go to the next misspelled word. Spell
Mo Misspelled Word

[ checker will go through your entire document until

every questionable word is dealt with.

- Italy has a very competitive tourism industry.
- It ranks among the highest in the world for tourist -

Replacement Text

Suggestion: No suggestions available.

| ‘I_l_de |

Language

English (US) [= Change |

6l. Select “apply” and now your
Apply document is spell checked. Cancel




Step 7. Inserting a Link in Text Editor

7A Lastly, if you want to insert a link bringing a user
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> B/ yEHaE == @ to another part of your course or an external website,
~ \you can click the “insert quicklink” button.

o Italy has a very competitive tourism industry.
o It ranks among the highest in the world for tourist visits every year,
o Here is a table documenting tourism over the years

[taly's Tourism gver the Yaars

Your 200) 1004 204% 240¢ 2007 2008 2009 2OLD
Tosswis (thassannda) 409 471 e £ a4 ™M ™) (5]
u (hange 1 15 18 - T ¥t
As shown by the imaga of [taly and the table showing it's touriam trends over the years, anyone can Sée how the natural beauty and Mestorical aspect of Italy makes il

couritry for touriam
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Category

* Category: |__ pjck Catiggory -- -
-- Pick Cateqgory —
= .. |Calendar
Link De“'lsCD-Rom File

-- Pick an ItefChat
Checklist

2 2 Content
Lon% Option Course Flle

* Link CaptigDiscuss

Dropbox

External Learning Tools
Learning Object Repository
LiveRoom

Quizzes

Self Assessments

Surveys

Url

Open I

Cancel | Insert



Insert a Quicklink - Play Course -- KHuber - South Dakota Board of Regents

Category 7B. For example, if you have a discussion topic

+ Category: [ Discuss - created about Italy and assign your students to

look over the information,

Link Details
-- Pick an Item --
Link Options

# Link Captlon: |

&

Whole Window &J 7C. you can insert a link here to

Open In:

B s Bame @ bring your students to the

_ discussion section or a website
R ipione: dealing with Italy.

Insert a Quicklink - Play Course -- KHuber - South Dakota Board of Regents E

Category

* Category: Url =

Link Details 7D. Please make sure that you add

surl: http:// < “Http://” to the beginning of the address
Yor the external websites.

Link Options

+ Link Caption:
Open In: Whole Window &)
@ Same Frame &)

New Window &)

Cancel Insert |
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Italy has a very competitive tourism industry.
o It ranks among the highest in the world for tourist visits every year.
o Here is a table documenting tourism over the years
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' 7E. When you are satisfied with the content in your
text editor, select “Save” to save your content.
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Italy has more than 43.2 million teursts every year,
Italy has & towism revenue of 47.2 billion dellars.

8| feature that stiracts b

Italy has many busy towism spets such as the coliseum and the Famtheon

L Saved successfully *




Manage Content
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-5 7F. If it saved correctly, you will see your new
- ~ 5 content listed below the Unit that you created it in.

In this tutorial, we learned to add and edit content into the basic text editor.



