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One way to make your courses more interesting and dynamic is to use multimedia.  

The tools to create, edit, and manage multimedia are becoming simpler every day.  

The goal of this unit not to make you an expert in using multimedia, but to expand 

your skills so you comfortable exploring the use of multimedia on your own.    

Guiding Questions 
• What are different tools and strategies I can use to incorporate multimedia 

in my class? 

• What are the best practices for using multimedia? 

• Where can I go to learn more? 

What’s in this Handbook? 
• Portable Document Format (PDF) 

• Image Editing 

• Creating a Word Cloud 

• Digital Storytelling 

• Podcasts, Audio Recording & Editing 

• Video Recording & Editing 

• Media Conversion 

• Basic HTML 
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Portable Document Format (PDF) 
Over time, PDF has emerged as a universal format for 

documents that can be shared across many different 

devices.  All types of documents can be saved as a .pdf: 

Word, Excel, and PowerPoint, for example.   

Save as PDF 
Many of the new desktop applications have a .pdf option 

readily available.  With your document, select the File – Save As option.  Drop down the options for 

Save as type and select PDF. 

 

 
 

Print to PDF 
Originally, PDF was a standard that was used with printers.  Rather than saving a document to a .pdf, the 

document was printed to a file using the PDF format.  At times, you may still want to create a file using 

this method.  For example, if you want to print the Notes section of a PowerPoint presentation to use as 

a transcript, you will need to use this approach. 

Download PDF Creator 

By default, most devices have the ability to read a .pdf document.  Creating a .pdf or printing to a .pdf 

takes additional software.  The most popular .pdf creation software is Adobe Acrobat (which is different 

from Adobe Acrobat Reader).  This software is relatively expensive.  If you don’t have the ability to 

create a .pdf document, you will need to download a free .pdf creator.  These are both good options: 

a. PrimoPDF  

http://www.primopdf.com/  

BEST PRACTICE 

When developing an online course, it 

is best practice to post documents as 

a .pdf if students don’t need to make 

changes to the document. 

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php
http://www.primopdf.com/


Multimedia Bootcamp 
 

 http://www.facultysupport.com  Page 3 of 30 

 

 
 

b. CutePDF  

http://www.cutepdf.com/  

 

 

Printing to .pdf Example 

1. If you have added your script to the Notes section of each slide in a PowerPoint presentation, 

you can use this to post a transcript of your presentation.  Open your presentation. 

2. From the menu bar, select File | Print.  

3. Select the Printer.  Select the PDF Creator. 

 

http://www.facultysupport.com/
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4. Under the second Settings options, select Notes Pages. 

 

 
 

5. Click on Print.  Select where the .pdf file will be stored.  Add ‘-Transcript’ to the end of the 

name.  The file can then be posted with the presentation. 

http://www.facultysupport.com/
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Optical Character Recognition (OCR) 
Have you ever tried to copy text from a .pdf file, but 

couldn’t?  As a standard, PDF originally stored the 

information from the document as an image.  An image 

can’t be read.  It doesn’t have text.  Over the time, the 

standard has changed so the software will automatically 

recognize the text and translate it to a format that can 

copy and pasted. 

• Using the Save As Option normally saves the .pdf with the OCR option on. 

• Scanning a document to a .pdf will save the .pdf as images of the pages.  You will need to use a 

full version of PDF Creation software to convert the .pdf with readable text.  If you don’t have 

PDF Creation software, you can download it as discussed above or request help from your 

Technical Support group. 

• You can use one of the free online tools to convert your .pdf. 

 

MORE INFORMATION 
 
PrimoPDF 
http://www.primopdf.com/ 
 
CutePDF 
http://www.cutepdf.com/ 
 
Free Online OCR 
http://www.free-online-ocr.com/  

 

  

BEST PRACTICE 

When posting a .pdf for students it is 

best practice to post it with Optical 

Character Recognition (OCR) versus 

as an image.  This is required to make 

.pdf documents accessible. 

http://www.facultysupport.com/
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Image Editing 
One of the easiest ways to enhance the learning experience for students is to use images.  Images can 

be used to enhance: 

• Handouts 

• PowerPoint Presentations 

• Learning Management System pages 

Image Types 
Images are saved to different formats and have different features.   

• GIF – An older format ideal for clipart type images.  It easily supports transparent areas of the 

image.  It also can be used to create an animated image. 

• JPG – An older format ideal for photo type images.   

• PNG – A more recent multi-purpose format.   

• TIF – The standard for high-resolution images used in printing.   

GIF, JPG, and PNG can be used on the Web. 

Image Resolution 

• Screens 

When creating an image for the screen, you will want to consider the pixel dimensions.  A pixel 

is just a colored dot.  The size of the image on the screen will depend on the resolution of the 

screen.  To put things in perspective, the most popular screen size is 1366x768.  An image taken 

with a digital camera may be 3000 x 3000 pixels.  To use an image, you may need to resize it (see 

below).  

• Printing 

If you want to use the image for printing, you want to consider the print resolution.  Most 

publications require images to have 300 or 600 dpi or dots-per-inch.  If you simply take an image 

that has been resized for the Web and add it to a document, it may appear “pixelated” or blurry 

when it is printed.  You can recapture a screen image and convert it for printing if necessary (see 

below). 

Finding Images 
When finding images, you will want to use them in compliance with copyright & fair use guidelines. 

• Office Library 

Using either Word or PowerPoint, you can access a library of images. 

1. Open Word or PowerPoint. 

2. From the Ribbon bar, click on Insert. 

3. Click on Online Pictures. 

4. Enter a Search term in the Search the Web option.  The images returned are 

automatically filtered by Creative Commons license. 

5. Select the picture.  Click on Insert. 

6. To save the picture to your local drive, right-click and select Save as Picture. 

 

http://www.facultysupport.com/
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• Google 

1. Go to Google. 

2. Enter your Search term. 

3. From the menu bar, click on Images. 

4. Click on Search Tools. 

5. Drop down options for Usage rights.  Select one of the options for reuse. 

6. Click on the image.   

7. Click on the View image.  It will open in a new Tab. 

8. Right-click on the image.  Select Save image as… 

9. Click on Visit Page.  Copy the URL.  You can use the URL to site your source later. 

• Other websites 

There are several other sources for images  

(list from http://www.theedublogger.com/2012/02/09/the-educators-guide-to-copyright-fair-

use-and-creative-commons/ ). 

1. Creative Commons Search – Search many sites at once 

http://search.creativecommons.org/  

2. StockVault.net – Free images from photographers around the world 

http://www.stockvault.net/ 

3. Kozzi.com – One free photo per day 

http://www.kozzi.com/ 

4. FindIcons.com – Huge resource for avatars or small images 

http://findicons.com/ 

5. Morguefile – Free stock photos 

https://morguefile.com/ 

6. Open Clipart Library – Public domain clipart 

https://openclipart.org/ 

7. PIxabay – Public domain images 

https://pixabay.com/  

Basic Editing 
If you want to edit images, you will need image editing software.  Some of the applications have options 

for manipulating or adding special effects to your images.  (* installed by default) 

Software Application Cost Windows Mac 

IMAGE EDITING 

 Paint* Free X  

  Paint.net Free X   

  The GIMP Free X X 

  Adobe Photoshop $ X X 

  Paint Shop Pro $    

  Fireworks $ X X 

 

  

http://www.facultysupport.com/
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• Resize 

To use an image effectively, you may want to resize it.  In 

most applications, you are given the option to resize the 

image by percentage or by pixels.  Simply type in the 

values you want.  Most of the time you will want to 

maintain the aspect ratio, or the same percentage 

between the width and height.  If this option is checked, 

enter the values for one element, and the other is 

automatically updated.  Dimensions commonly used for 

web images: 

o A thumbnail image – 100 px wide 

o A person’s photo – 150-200 px wide 

o A banner image in learning management system – 600 px wide 

 

• Cropping 

Cropping allows you to trim an image to just a part of the picture.  Taking time to crop an image 

can make it look much more professional. 

o In some applications, use the Select tool to outline the area of the picture you want to 

keep.  Click on Crop. 

o In other applications, selecting Crop will display bars that can be moved to the position 

you want. 

Creating an Image 
You can use PowerPoint to create a simple image yourself.   

1. Open PowerPoint 

2. Under Insert | SmartArt, Select one of the built-in options.  PowerPoint has an extensive 

collection of graphics designed to communicate in a variety of formats. 

3. Create the graphic in PowerPoint. 

4. Capture the image (see below). 

Capturing a Picture 
There are two ways to capture an image on the screen (on a PC). 

• Print Screen 

1. Simply press the PrtScn button on the keyboard.  The entire screen is saved to the 

Clipboard.  

2. Open your Paint program.  Paste the image.  

3. Crop the image to the desired area. 

• Snipping Tool 

The PC now has a built-in tool for snipping sections of the screen. 

1. Display the desired image on the screen. 

2. From the Start Menu, start typing: Snipping Tool. 

3. Drag the cursor around the area you want to capture. 

4. If desired, highlight a section(s) of the image.  

http://www.facultysupport.com/
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5. Copy the image. 

6. Open your Paint program.  Paste the image. 

ADA Compliance 
When adding an image to the Learning Management System or other website, you will be prompted to 

provide the TITLE or ALT information.  To be ADA compliant, you need to fill out this information.  Your 

entry should describe the image, not just name it.  The TITLE and ALT tag are used by screen readers and 

are read to those viewers who can’t see the image. 

 

MORE INFORMATION 
 
A few scanning tips – very detailed analysis of the different image types 
http://www.scantips.com/basics09.html 
 
Paint.net 
http://www.getpaint.net/index.html  
 
The GIMP 
https://www.gimp.org/downloads/ 

 

   

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php
http://www.scantips.com/basics09.html
http://www.getpaint.net/index.html


Multimedia Bootcamp 
 

 http://www.facultysupport.com  Page 10 of 30 

 

Creating a Word Cloud 
Word clouds can be a very expressive way to convey the breadth and depth of a topic in a graphic 

manner.  A good tool for creating word clouds online is WordClouds.com 

https://www.wordclouds.com/).  

 

Creating a Wordle 
1. Compile your list of terms or phrases in document – Word or Notepad.  Once you create your 

Wordle, you can’t go back and change the terms.  Creating a separate list gives you the flexibility 

to easily go back and make changes. 

2. Select all and copy the terms. 

3. Go to http://www.wordle.net/.  Drop down the File option.   Select Paste/Type text. 

4. Paste your words.   

5. Experiment with the different options: 

a. Change the Theme. 

b. Change the Shape.  

c. Remove the Mask. 

6. When you find a word cloud you like, drop-down the File option. Select Save as PNG.  Browse 

and save file to local drive. 

 

If you create a lot of word clouds, I recommend you install this tool - Wordle (http://www.wordle.net/).  
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Digital Storytelling 
Digital Storytelling is the technique of combining images, video, text, and music in a dynamic and 

engaging way.  Today’s students are used to expressing themselves using the written word.  Digital 

Storytelling allows students to express themselves using multimedia. 

At weddings and funerals, it is often common to see a visual collage of the couple’s or person’s life.  

They can very appealing – funny, nostalgic, and intimately engaging.  This technique can also be used in 

the classroom.  Digital Storytelling is the art of turning a story into a multimedia experience- into a 

movie.  The “storyteller” combines images, sound, and their own creative voice to quickly and painlessly 

to visually tell their story.  What results is a work that is original and a powerful expression of the 

storyteller. 

Digital Storytelling can be used in a variety of ways in the classroom.  For example, 

• Teacher and Student Introduction 

• Educational Materials 

• Multimedia Projects for Students 

• Personal Reflection 

• Personal Narratives 

• Highlight Departments, Programs, or Events 

For this section, we’ll use the Digital Storytelling Handbook. 

 

 

EXAMPLE 
 
Friends University History – developed by Linda Merillat 
https://youtu.be/2JoVocVKMVM 
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Podcasts, Audio Recording & Editing 
One way to provide a personal touch to your courses is to add a podcast.  A podcast is simply an audio 

recording posted on the web.  It is often associated with a series of recordings.  Not everyone is 

comfortable posting a video of themselves, so a podcast is a nice 

alternative. 

Your Equipment 
Your computer or device must support audio.  Many devices have a 

built-in microphone, but if you are using a desktop computer, you will 

need to use a microphone or headset.  If you plan on doing several 

recordings, it’s recommended to use a headset.  They can be purchased 

for about $30.  Using a headset can greatly improve the quality of the 

recording.   

A software application is needed to make the recording.  Depending on the device, you might have an 

application already installed*. 

Software Application Cost Windows Mac 

AUDIO 

 Voice Recorder * Free X  

  Audacity Free X X 

  Goldwave $ X   

  Adobe Audition 2.0 $ X   

 

Write Your Script 
It is best practice to write your script before making a 

recording.  Taking the time to write your script allows 

you to formulate your thoughts in advance.  Your 

recording will flow more smoothly, and there will be less 

“space filling” vocalizations such as “er”, “um”, “so.”  

The script can then be posted as a transcript. 

Making Your Recording 
It is very simple to make a recording.  For this demonstration, we are going to use Sound Recorder, 

which is installed by default on a PC. 

1. From the Start Menu, start typing Voice Recorder. 

2. You may need to set up a microphone. 

3. In the lower right corner, click on the …  Select Microphone Settings.  Toggle the option for 

Voice Recorder to On. 

 

BEST PRACTICE 

For accessibility, always post a 

transcript of your recording with the 

actual recording. 

http://www.facultysupport.com/
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4. To record, click on the blue microphone icon.  

 

 
 

 

5. Record your script.  Notice the icon pulsating.  This indicates your voice is being recorded. 

6. Click on Stop Recording. 

7. The file is automatically saved.  Click on … and Open file location to find file. 

http://www.facultysupport.com/
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Editing Recordings 
If you do a lot of recordings, you may want to use a more sophisticated tool that 

allows you to edit the audio as well.   Audacity is a free, easy-to-use tool that 

allows you to record and edit audio. 

Videos covering the basics of using Audacity are available on YouTube. 

 

Posting Podcast in LMS (D2L) 
Most Learning Management Systems have built-in functions for adding an audio file.  For example, in 

D2L, follow these steps: 

1. Open your D2L course.   

2. Navigate to where you want to upload the recording. 

3. Click on any description field to enter edit mode.  (If a description area is not visible, you may 

have to click on the sub-module in the left-hand navigation to make it appear.) 

4. Click on the first icon – Insert Stuff. 

5. Select My Computer.  Browse for the recording. 

6. A link to the recording is created.   

 

MORE INFORMATION 
 
Zamzar (for media conversion) 
http://www.zamzar.com/  
 
Audacity 
http://www.audacityteam.org/  
 
Audacity: A walk-through on the basics of editing audio using Audacity 
https://youtu.be/PrN9mYXvrsk  
 

 

 

 

 

 

 

 

 

  

http://www.facultysupport.com/
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Video Recording & Editing 
Can you even imagine a world without YouTube?  It’s become so ubiquitous, it’s the natural place to go 

for information on creating videos.  If you have a smart phone, it’s as easy as record and post.   

Your Equipment 
Many devices today, like your laptop or your phone, come equipped with a 

built-in camera and microphone.  If you are using a desktop computer, you will 

need to obtain a web cam. In web cams today, the camera and microphone are 

integrated into one device.  You can purchase one for about $40.   

A software application is needed to create a video.  Your webcam may come 

bundled with an application that can be used for recording.  It not, you can use 

many of the same applications that are used for digital storytelling. 

Software Application Format Cost Windows Mac 

VIDEO CREATION 

  iMovie* several Free  X 

  Windows Live Movie Maker* .wmv Free X   

 Microsoft Office Mix several Free X  

  Adobe Premiere Elements several $ X   

 

Write Your Script 
It is best practice to write your script before making a 

video recording.  Taking the time to write your script 

allows you to formulate your thoughts in advance.  Your 

recording will flow more smoothly, and there will be less 

“space filling” vocalizations such as “er”, “um”, “so.”  

The script can then be posted as a transcript.  Plan in 

advance where you will place your script to minimize 

looking away from the camera to read your script. 

Making Your Video 
It is very simple to make a recording.  For this demonstration, we are going to use Windows Live Movie 

Maker, which is installed by default on a PC.  (Note: if you have more than camera available on your 

device, you may need to select the camera you want to use.) 

1. From the Start Menu, start typing Windows Live Movie Maker. 

2. From the Ribbon bar, select Webcam video.  

 
 

3. Click on Record.  Record your video.  Click on Stop. 

BEST PRACTICE 

For accessibility, always post a 

transcript of your video with the 

actual recording. 

http://www.facultysupport.com/
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4. When prompted, save your video to a file.   

Notice that your recording is saved as a Windows 

Media Video File (.wmv).  Not all devices can read this 

format.  Before posting your recording, you will want 

to convert it to a more universal format – MPEG-4 

(.mp4).  (See Media Conversion section using Zamzar 

below for directions.)  If you upload your video to YouTube, YouTube will make the conversion for you.  

The table below describes which format can be viewed by which player. 

Software Application Format Cost Windows Mac 

  Windows Media Player* .wmv Free X   

  VLC Media Player Several Free X X 

  QuickTime Player* 
.avi, .mp4, 

.mov 
Free X X 

  Adobe Flash Player 
.flv, .swf, 

.mp4 
Free X X 

 YouTube Streamed Free X X 

 Office Mix Streamed Free X X 

 

Posting Your Video 
Video files can be very large!!  Even with today’s mega-bandwidths, it can take several minutes to 

download a video file.  The preferable option is to upload your video to a steaming server, and then 

provide a link to the video.   The benefit to your viewers is that the video will begin to play immediately 

rather than needing to load.  Some institutions maintain their own streaming servers.  Contact your 

technical support group for more information.  Uploading to YouTube is always an option. 

1. Go to http://www.youtube.com.   

2. Log in.  If you already have a gmail account, you can use this account.  If not, it’s recommended 

to create one so you can manage your video files over time. 

3. Click on Upload. 

 
 

4. Populate your settings: 

-Video name 

-Video Description 

-Select your thumbnail – the image people see as they browse videos 

-Select your publishing status: Public, Unlisted (available via link only), Private 

- Note and save your video URL. 

http://www.facultysupport.com/
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Editing Videos 
If you do a lot of videos, you may want to use a more sophisticated tool 

that allows you to edit the video as well.   YouTube has some built-in 

editing tools 

Videos covering the basics of editing videos are available on YouTube.  

(Note that this is one of the features that changes over time with new features being added or updated 

all the time.) 

Posting Video in LMS (D2L) 
Most Learning Management Systems have built-in functions for adding a video file.  There are two 

approaches.  You can simply add the video as a link, or you can embed the video so it appears directly on 

the page.   

For example, in D2L, follow these steps to embed a video: 

1. Open your D2L course.   

2. Navigate to where you want to embed the video. 

3. Click on a description area.  You may need to add a sub-module so you have a description area 

to edit. 

4. Click on the Insert Stuff button. 

 

http://www.facultysupport.com/
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5. From the left-hand navigation, click on YouTube. If the YouTube is public, you can search for it 

by name.  If not, search by the URL you noted earlier.  Select the video by clicking on it.  Click on 

Next. 

 

 
 

6. Click on Insert.  

7. Hit Tab.  Hit the Enter key.  Cite the video.  Video from Youtube: 

https://youtu.be/4goXeWkIWQ8. 

8. Click on Update. 
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MORE INFORMATION 
 
Zamzar (for media conversion) 
http://www.zamzar.com/  
 
YouTube 
http://www.youtube.com 
 
YouTube Video Editor 
https://youtu.be/CFD5ZhXCxyE  
 
How to Use Windows Live Movie Maker (Full Tutorial) 
https://youtu.be/PrN9mYXvrsk  
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Media Conversion 
Do students ever submit work to you in a format you can’t read?  It can be very frustrating!!  There is a 

great online tool you can use to easily convert most file formats.  Best of all, it’s free! 

1. Go to http://www.zamzar.com. 

 

  
2. In the dialogue, 

• Select the file to convert.  Assume you can convert the file.  You will get a message if the 

file format can’t be converted. 

• Select the format to which you want to convert. 

• Enter your e-mail address. 

http://www.facultysupport.com/
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3. Click on Convert. 

 

 
4. Wait.  You’ll receive an e-mail when the file has been converted.  It usually only takes 2-3 

minutes.  The e-mail is very messy.  To keep it simple, just click on the link in the middle of the e-

mail. 
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5. The link takes you to a web page.  Again, very messy.  Click on the Download Now button. 

 

 
 

6. Save the file to the location you want. 
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Basic HTML 
HyperText Markup Language (HTML) is the standard markup language for creating web pages and web 

applications.  Most faculty don’t develop their own websites anymore, but rely on a learning 

management system or a content management system provided by their institution.  These applications 

generally use what is known as “what-you-see-is-what-you-get” (WYSIWYG) editors.  These are also 

known as rich-text editors.  The interface provides you with an easy way to update pages for the web 

without actually having to program in HTML.  At times, however, you may find it beneficial to “look 

under the hood.”  You may want your page to look a very specific way, but the editor you are using 

doesn’t have the exact option you need.  These applications generally have a method for switching back 

and forth from the WYSIWYG editor to HTML mode.   

Switching to HTML in D2L 
For example, in D2L, in any description field, you can switch to HTML by clicking on the HTML Source 

Editor button in the lower left hand corner of the edit area. 
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HTML Uses Paired Tags 
HTML uses a pair of tags to define how the information should be displayed.  The first image shows how 

the information is displayed.  The second shows the actual HTML. 

 

 

In this example, the tag pair <h1></h1> is used to denote a heading.  Headings are rendered in a larger 

size and are bolded.  The <p></p> tag pair is used to denote a paragraph. By default a paragraph has 

white space above and below the paragraph.  The <em></em> tag pair is used to provide emphasis 

which is rendered as italics.  The <strong></strong> tag pair are used to make the text bold. 

Commonly Used HTML Edits 
Below is a list of commonly used HTML edits. 

Link 

The tag pair for a link or hyperlink is <a></a>.    By default, a link is designed to open up in the same 

window rather than a new window.  To force the link to open in a new window, you can add a target 

clause. 

Before: <a href=”http:www.google.com”>Google</a> 

After: <a href=”http:www.google.com” target=”_blank”>Google</a> 
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Image 

Images are great way to enhance the web experience.  For accessibility, however, you should include a 

detailed description of the image, not just the name of the image, in the ALT or TITLE clause.  This allows 

the “image” to be read by a screen reader. 

Before: <p><img src="/content/enforced/57834-31219.201630/photo.jpg" alt="photo" title="photo" 

/></p> 

After: <p><img src="/content/enforced/57834-31219.201630/photo.jpg" alt="Dr. Linda Merillat, brown 

hair, glasses, middle-aged, in a teal suit." title=" Dr. Linda Merillat, brown hair, glasses, middle-aged, in a 

teal suit." /></p> 

Table 

For tabular data, a table is the natural way to display the data.  Tables are supported in HTML, but they 

are complicated.  Tables are constructed of four elements: the overall table, table header, each row, and 

each cell. 

Overall Table - <table></table> 

Table Header - <th></th> 

Row - <tr></tr> 

Cell - <td></td> 

These tags are nested inside of each other to render the complete table. 

Jane Doe Sophomore 785-987-6543 
John Doe Junior 785-876-5432 

 

 <table> 
  <tr> 
   <td>Jane Doe</td><td>Sophomore</td><td>785-987-6543</td> 
  </tr> 
  <tr> 
   <td>John Doe</td><td>Junior</td><td>785-876-5432</td> 

  </tr> 
 </table> 
 

To add a border, add a clause to the table tag. 

Jane Doe Sophomore 785-987-6543 

John Doe Junior 785-876-5432 

 

 <table border=”1”> 
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Most tables have a header row.  It’s seems intuitive to simply format the top row to look like a header.  
However, for accessibility, you should use the table header tag.  By default, entries in a table header row 
are centered and are bolded. 
 

Name Level Phone Number 

Jane Doe Sophomore 785-987-6543 

John Doe Junior 785-876-5432 

 
 
  <th> 
   <td>Name</td><td>Level</td><td>Phone Number</td> 
  </th> 
 
If you want to use color in your table, you can use the Style clause.  Information in the Style clause is 

based on Cascading Style Sheets (CSS).  CSS was developed to give developers of web pages very precise 

control of how a web page would look.   

Name Level Phone Number 

Jane Doe Sophomore 785-987-6543 

John Doe Junior 785-876-5432 

 

  <th style=”background-color: #99CCFF;”> 
   <td>Name</td><td>Level</td><td>Phone Number</td> 
  </th> 
 

Fonts 

Fonts describe how the letters on the page look.  When working with a learning management system or 

a content management system, a default font in generally defined.  Visit this web site to compare the 

different types of font faces considered safe for the web. 

http://www.w3schools.com/cssref/css_websafe_fonts.asp  

At times, you may find that default font isn’t what you want.  In general, sans-serif fonts work best on 

web pages.  For example, in D2L, if you create a File (or a new HTML page), the default font changes.  In 

the first image you can see the default font for a course.  In the second image, you can see how it looks 

in a new File or page.  The font has changed. 

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php
http://www.w3schools.com/cssref/css_websafe_fonts.asp


Multimedia Bootcamp 
 

 http://www.facultysupport.com  Page 27 of 30 

 

 

 

To change the default font for a page, add this clause: 

<html> 
<head> 
</head> 
<body style="font-family: sans-serif;" > 
<p>This is an example of how the text will look.</p> 
</body> 
</html> 
 

An updated page. 
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Pasting from Word 
When working on a web page, it is very easy to paste text from a Word document or other source.  With 

today’s smart editors, the formatting of the text is often copied over.  That can be a good thing and a 

bad thing.  If you need to edit this “copy and pasted” information, you may find it difficult to edit or to 

change the formatting.   As you can see in the image below, every single element has the formatting 

defined for it.  In order to change the font, or the size, or the color, you would need to change every 

single element individually. 

 

To create a “clean copy”, follow this process: 

1. Copy the desired text. 

2. Switch to HTML editing. 

3. Paste the text.   

4. Switch back to rich-text editor mode. 

5. The text should all stream together.  Simply reformat the text using the editor tools. 

Alternatively, some systems have a special button or option for pasting text from Word. 

Embed Code 

If you want to embed a YouTube video, or other multimedia, and the option is not built in to your 

system, you can still embed it manually. 

1. Find the YouTube video. 

2. Under the video and title, click on Share. 
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3. Click on Embed.  Copy the highlighted text. 

 

 
 

4. Go to your LMS.  Open your course. 

5. Navigate to where you want to place the video. 

6. Click on a Description area. 

7. Toggle to HTML mode. 

8. Paste the embed code. 

9. Toggle back to rich-text editor mode. 

10. Save your changes. 

 

MORE INFORMATION 
 
HTML Tutorial 
http://www.w3schools.com/html/  
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REFLECTION 
1. What tools or strategies have you learned today? 
2. Which tools or strategies might work in your classes? 
3. Where can you go for more information? 
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