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 Using Content Templates in D2L  
 
Introduction 
Using templates, HTML content is easier than ever to create, edit, and update in D2L. This 
handout will guide you through how to create and use templates. 

Creating a template 

Creating a template is quick and easy, even if you’ve never worked with HTML files before.  
 
Here’s how: 

1. Go into the course. 

2. Click on Course Tools > Manage Files. 

3. Click New Folder, type Templates in as the folder name, then click Save. 

4. Click directly on the name of your new Templates folder to enter it. 

5. Click New File. 

6. Enter Template (or something similar) as the file name. 

7. Click inside the Content box of the new file and start typing and formatting the 
content of your new template. Your goal is to create placeholder text for the 
standard elements that need to appear on each page of your content – these 
elements will vary from course to course, but usually include some type of header, a 
horizontal line under the header, body text, and a copyright notice at the bottom of 
the page. Suggested: Use Arial 10 or 12 pt as your body font. 

8. When you are done, click Create. 
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Using a template 
Before using your template for the first time: 

1. Click on the Content tool. 

2. Click the blue Settings link in the upper right corner of the Content screen. 

3. Click the Enable HTML Templates check box (unless it is already checked).

 
4. Click the Change Path button. 

5. Click the Templates folder. 

6. Click Select Path. 

7. Click Save. 

 
To use your template when creating new content: 

1. Click on the Content tool. 

2. Go to the area in your course content where you want the new file to be located. 

3. Click New > Create a File. 

4. Type a title for the new file in the Enter a Title field. 

5. Click Select a Document Template, then choose Template from the drop-down 
menu. 

6. Replace any of the default text in your template with your real content, and proceed 
to Publish the file as you normally would. 
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