
 

Basic Text Editor 

 

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. 

 

 

1B. In order to start entering 
information, click inside the text 

 

1A. We will start by adding a title for our scenario. 

1C. After this, you may want to add 
other information about Italy. 



 

 

 

 

 

Step 2. Creating Lists in Text Editor  

 

(You can also bold and underlined 
words by clicking the corresponding 
buttons and then typing your text). 

2A. For other information such as facts, 
you may utilize the “bullets” button. 



 

 

 

 

 

 

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. 

 

 

 

 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. 

2B. If there is any information that can be numbered, such as steps, 
years and dates you may use the “Numbered list” button to list them. 

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.  

 

3A. To import a picture, click on the image icon 
from the text editor menu. (Please make sure that all 
images you use are not copyrighted or you must 
obtain permission from the copyright holder.) 

3B. A window pops up with a few options; to either 
upload a picture from your computer files (which is 
recommended), from your course offering files or a URL. 



 

 

 

 



 

 

  

 

3C. If you have previously uploaded an image (or any 
other multimedia for that matter) into your course, it will 
appear in the course offering files from where you can 
select it. To learn more about how to upload a file into 
your course shell, please watch the relevant tutorial. 

3D. The last option is 
URL. With this option, 
simply copy the web 
address of an image and 
paste it in the field. 

3E. Now select upload. 



 

 

(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.)  

 

 

3F. Another window will pop up asking if 
you want your image to have alternative 
text. Alternative text is alternative to the 
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. 



 

 

 

 

  

 

 

3G. If you believe that the image is decorative 
you may check the box “Image is decorative” and 
skip adding alternative text. 

3H.Then click “upload”. 

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. 

 

Now your image appears 
in the text editor. 



 

 

Step 4. Aligning Text and Images in 
Text Editor  

 

     
   

           
          

         
          

 

4A. After importing an 
image, you may want to add 
more textual information. 



 

 

 

 

 

 

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. 



 

 

Step 5. Adding a Table to Text Editor 
Following this, you may want to add a table with information of Italy’s tourism rates. 

  

5A. First you are going to need to 
choose a topic for the table. For 
instance, “Italy’s tourism arrivals over 
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. 



 

 

  

5C. A window appears where you need to choose the 
dimensions of your preference. You can edit the 
number of columns, rows and the height and width, 
cell spacing, cell padding and borders of the table. 

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. 



 

 

 

5E. 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. 

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



 

 

  

 

5F. With this table, we would like it to have 9 columns and 
3 rows so enter the appropriate dimensions into the fields. 

5G. Then select “insert”. 

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



 

 

5I. For the first row we are 
going to enter in the year 

5J. the second we will 
enter the amount of 
tourists (in thousands) 

5K. and in the third we will enter in 
the percent change from year to year. 

5L. After you enter in 
these titles you will enter 
the rest of the data into the 
other cells of the table. 

 



 

 

 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. 

 

5M.Now that you’ve entered all the information into your 
table, you may want to add a conclusion sentence. 

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



 

 

 

6B.A window appears with misspelled 
words highlighted in your document. 

6C. You can 
ignore them 

6D. or replace them by clicking 
the appropriate buttons. 



 

 

 

6E. The word being corrected will be highlighted. 

6F. If it is misspelled, click on the box 
next to the “suggestion” field and scroll 
down to the right word. 



 

 

 

 

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. 



 

 

  

 

 

 

 

 

 

 

 

6H. After you ignore or replace a word, spell checker 
will automatically go to the next misspelled word. Spell 
checker will go through your entire document until 
every questionable word is dealt with. 

6I. Select “apply” and now your 
document is spell checked. 



 

 

Step 7. Inserting a Link in Text Editor  

 

  

7A Lastly, if you want to insert a link bringing a user 
to another part of your course or an external website, 
you can click the “insert quicklink” button. 



 

 

 

7B. For example, if you have a discussion topic 
created about Italy and assign your students to 
look over the information, 

7D. Please make sure that you add 
“Http://” to the beginning of the address 
for the external websites. 

 

7C. you can insert a link here to 
bring your students to the 
discussion section or a website 
dealing with Italy. 



 

 

 

 

7E. When you are satisfied with the content in your 
text editor, select “Save” to save your content. 



 

 

  

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

 

 

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


