
Formatting Text  

When you paste text into an online course, unwanted formatting may appear. Fonts may not match. 

Open the course in the editing view and go to the specific text to be reformatted.  

In the editing textbox, 
click on the formatting 
tool that looks like 
this… 

          <> 

(Roll your curser over 

the tool to see that it is 

identified as the 

Toggle HTML Source.) 

 

Clicking on the tool allows you to toggle back and forth between the regular text and the HTML code.  

(HTML code includes programming directions for formatting the text.) 

 

When you click on the 

Toggle HTML tool, you 

will see that all of the 

other tools become 

unavailable. 

 

 

 
Highlight all of the characters that are not part of the text to be saved. 

Delete the 
unwanted 
text (in blue 
here) that 
contains 
unwanted 
formatting 
directions.   
 
 
 

(To be cautious, before deleting unwanted HTML code, insert blank space before and after the code.)   

Review all of the remaining text to remove unwanted code throughout the section. 



 

Once the unwanted 

HTML code is 

deleted, click on the 

Toggle tool to return 

to the regular text.  

 

 

 

 

Now go back to add 

the formatting 

features that you 

do want to include 

(bullets, bold, etc.). 

 

 

 

 

Save your work and return to the 

student view to see how the text will 

appear in the course. 

Caution:  

To prevent losing all text by mistake, it 

may be wise to save a copy of the 

original text on a separate document 

before removing unwanted HTML code 

from an online course.   

 

 

 

 


