Using the HTML Element 
Skill Level: Intermediate
What is the HTML Element?

The HTML element is a special element used whenever you need to bring non-standard HTML content into a page. This includes code for blog widgets, embedded sound files, Web forms, etc. 

Why do we use it?

CommonSpot has secured other elements such as the Formatted Text Block so that HTML code of this type will not execute in them. It will however, execute in the HTML element. This just makes it a bit more difficult to execute bad or malicious code.

How is it used?

Using the HTML Element is more similar to uploading a document than using a Formatted Text Block. It requires that you follow these steps:

· Use a text editor, such as Notepad or Wordpad, to create the HTML content
· Save it in your CommonSpot resource area to be used if changes are needed in the future
· Name the file with the .htm extension (e.g., snippetSource.htm or blogcodeSource.htm)   
The rest of this document explains how to place the element on your page, get the contents of this file into the element and how to change it later if needed.

How to add the HTML Element to a page
· Use your browser to browse to the CommonSpot page you want the feature to be displayed on. You may need to create a new page if one does not already exist
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From the appropriate location on the page, use Click to insert new element,  then select Miscellaneous Elements >> HTML
· Use Click here to define the HTML Element and select Upload HTML Content
· Use the Browse… button to find the file you saved to your CommonSpot resource area,  and press FINISH
· You may see this message. If so, disregard and just press Continue:
Warning: HTML errors were detected in the document you are attempting to upload. These errors prevent proper re-formatting and HTML cleanup.
How to change the contents of the HTML Element on the page

· [image: image2.png]Upload HTML Content

Please select the HTML document to upload and embed
at this location.

Bronse.

Plaase spacify the full path (diractory and flaname) of the
HTHL fila o be uplosded

inish | cancel |__Halp



Warning: Do NOT use the Edit option as this will remove the HTML content from your page. If you need to make changes, you need to do the following 

· From your CommonSpot resource area, open and edit your .htm file with the HTML content
· Save the changes

· From the HTML Element, choose Upload Content
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In the Upload HTML Content window, browse to your CommonSpot resource area and select the .htm file containing your HTML content
· Finish and Submit your changes

