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Customising the Page – Using Textblocks
The following procedures can be used on the Home Page and Organiser Pages and allows you add blocks of text and/or graphics to the top (header) or bottom (footer) of your page. If there are no text blocks on your page the following message is shown indicating where the text will be displayed on the page: “To add text to this area of your page, click Add upper/lower textblock” 
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	Use a textblock to provide a brief instruction, a Welcome message or contact details.  More than one header or footer textblock can be used on a page, allowing temporary reminders and messages to be added throughout the delivery of a course.


Adding a Textblock (for a header or footer)
1. From the Homepage or an  Organiser page, select the Designer Options tab
2. In the right-hand side panel under Options: Textblocks, click Add upper (or lower) textblock
3. Type the required text in the text box/es supplied.  You can add text to either the Text Heading box, the Text box or to both. 
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Add Textblock screen
4. Specify the alignment, style, colour and size for your text. 
5. If an image is required in the heading, scroll down to the Image section and click Browse… to locate the file.

[image: image3.png]K Oundina Ottortan Osbavatat Obsimtant

s # Ocomsr
s O Ontins

o] (el





Add Image to Textblock

6. The WebCT File Browser is displayed.

To use your own image, choose it from the My-Files directory
OR 
WebCT has a small selection of built-in images.  These can be found in the WebCT-Files directory.  Look in the clip_art sub-directory for a suitable image.
· To select an image, click on the round button next to it, and then click Add Selected. 

· Specify the alignment of the image, and type a caption if required.

7. Scroll down and click Add.  The textblock will now be displayed on the page.

Modifying a Textblock
1. Select Designer Options.
2. Select the link you wish to modify by clicking the round button next to its icon.

3. In the right-hand side panel, under Options: Textblocks select from the following options: 

	Option
	Instructions

	
 Edit

	Click this button to Edit the selected textblock. You will be able to:

· Change the text displayed

· Modify the text properties (alignment, colour etc.)

· Add or Remove an image

When modifications are complete, scroll to the bottom of the page and click Update 

	
 Delete

	Click this button to Delete the selected textblock, click OK to confirm.

	
 Move up
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 and  
 Move down
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	Use these options if you have multiple upper and/or lower textblocks to rearrange them on the page. Note: You can not move a lower textblock to the top of the page and vice versa. 
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