
Header and Banners 

Headers 

Add a Text Header 
A header and footer can be added to Course Content or Folder displays. You can have a 
default header for the entire course content areas or you can create unique headers and 
footers for each. 
 
Step 1: Using the Build tab, click the Course Content button. 
Step 2: Click the Page Options button. 
 

 

Page Options 

 
Step 3: From the Page Options, select Edit Header and the following screen will 

appear. 
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Enable the HTML Creator if you would 
like to use the word processor type 
editor.

 
 

Choose this option to make this header 
appear throughout the course. 

 
Step 4: You have the option of using the HTML creator by selecting the On radio 

button next to HTML Creator. If you need additional help with the HTML 
Creator, refer to the HTML Creator section in the Tools section of this 
document. 

Step 5: Enter text as desired to create a header for the page. When you have completed 
your selections and your typing, click Save at the bottom of the page.  Click 
Cancel if you do not wish to save your selections. 

Step 6: If you need to re-edit the header, click the Page Options button and select Edit 
Header. 
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Request a Course Banner 
The next section will show you how to add a banner to your course; however, before you 
add a banner, you will need a banner. Sample banners are available that you may 
download and modify or you may request a banner, which is a free service. 
 

 
 

Add an Image or Banner 
Step 1: Using the Build tab, click the Course Content button and click the Page 

Options button. 
Step 2: From the Page Options, select Edit Header. 
Step 3: Enable the HTML Creator by selecting the On radio button for the HTML 

Creator. 
 

 

Click this icon to insert a banner 
image. Images should be gifs or jpegs. 
 

  
 
 
Step 4: After the HTML Creator appears, click the Insert Image icon as shown 

above. 
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Step 5: From the Insert Image window, click the Browse button and locate the image 
named banner.jpg to be inserted. 

Step 6: Under Display, enter an alternate text description in the Alt text field. This 
should be a short sentence that describes the image. 

Step 7: Next to the Border field, enter a value if you want a border to appear around 
the image; otherwise, leave it blank. 

Step 8: Click OK.  
 
UTipU: If you decide to remove or change an image, re-enter the HTML Creator and select the 
image and click Delete on your keyboard. Repeat the insert image procedure above to select a 
different banner images. 
 
Step 9: Click Save.  
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