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Instructor’s Notes

 Sharing Office Files Online
Several concepts related to Web pages are presented in this section.  It would be helpful if you could have a web page open so that you can point out the different elements of a Web page.  If you are in a browser, you can show the students the HTML that actually makes up the pages by pressing View on the menu bar and then press Source.  This will allow students to see how complicated writing Web pages would be if they had to write all the HTML code.  Point out that they will not have to create their Web pages in HTML.  Rather they can simply turn their documents into HTML pages with the Web features of Microsoft Office.  

You might want to call attention to the last paragraph on page WEB 4.  In essence, this paragraph tells the student that editing web pages is quite easy in Word but not quite as easy in the other applications.

Classroom Activity

In groups of two or three, have students consider why they might want an Office document to become a Web page.  Have each group consider an organization that they are involved in.   This could be a sport, a club, or even a part-time job.  Have the groups first consider what type of documents they might want to support the group.  For example, in the case of a sports team, they might use a database to store the entire team statistic.  After they have determined some Office files they might want to create, have them consider which of these might be candidate for becoming a Web page.  Students should determine how these Web pages would be used.  Also they should determine if the page needs to be static or interactive.  When they are finished with this activity, have the groups share their findings with the rest of the class.
Creating Web Pages in Word

Explain that a Web page can be created from scratch simply by opening a new Web page.  Alternately, a Word document can be saved as a Web page.  Explain that when they save an existing document as a Web page, there are actually two files.  The original document file exists and the new Web page exists as a separate file.  

Call attention to Figure 1.  In this figure student need to see that they should first navigate to the location where they will save their Web page.  Also they should see that the Page Title is what will be displayed in the browser’s title bar.  By default the title will be the same as the file name.  The title should be changed to something meaningful.

Once a Web page has been created, editing is very much the same as editing a Word document.  Also a theme can be applied to the Web page.  Tell students that they should always carefully consider the theme for a page.  They should not choose a theme that would distract from the intent of the page.  If you use FrontPage, you will notice that these themes are the same ones available in FrontPage.

Troubleshooting Tip

When Office is installed, the themes may have been left off depending on the type of install that was done.  If the themes have not been installed, the installation disk must be inserted and the setup must run in maintenance mode.  You will then be able to add the themes to the installation.
Inserting Hyperlinks

The entire Web is built around hyperlinks.  These links make other pages available.  Students are likely familiar with using links, now they will learn how to create them.  Be sure students understand that they can link to any file or Web page.  They can also set up a place within a document to link to.  This would make it possible to click a link and “jump” to another location in the same document or to a particular location in another document.  Another type of link available on the Insert Hyperlink dialog box is the e-mail link.  Explain that they can link to an e-mail address. In this case, when the link is clicked, the e-mail program will open and new e-mail will already be address to the email on the e-mail link.
Use Figure 8 to introduce the many options available when you insert a link.  
Previewing Web Pages in a Browser

Explain that students should always view their Web pages in a browser.  This way they can tell how the page will look and make appropriate adjustments.  However, you should caution students that different browsers display pages in different ways.  Also the resolution of a computer can have a great effect on how a page looks on that computer.  

Troubleshooting Tip

In order to display the Web pages in a browser, a browser must be installed on that computer.  In a lab situation, test the Web pages prior to class to make sure that a Web browser is available on the lab computers.

Quick Quiz

1. A _____ Web page is an HTML document with the Office-related tags removed. (Answer: b)
a. Single file

b. Filtered

c. Published

d. Non-Office

2. A(n) _____ is a designed collection of formatting options that include colors, graphics, and background images. (Answer: theme)
3. True/False:  If you want to create a hyperlink, you can create it on text or on a graphic. (Answer: True)
Creating Web Pages in Excel
It would be helpful if, at the beginning of this portion of your lecture, you could provide an example of a noninteractive Web page and an interactive Web page so that students can see the different.  Encourage students to think of examples where you would use each.  For example, if you were creating a Web page that showed Quarterly Sales, you would likely not want the viewer of the page to be able to alter the data.  On the other hand, if the user’s job is to enter detailed sales accounts (online), you likely will want to create an interactive Web page.

Use Figure 10 to point out the different aspect of the Save As command.  Be sure students pay close attention to the selections for the Entire Workbook or the current Worksheet.  Also, call attention to the check box for interactivity.  Remind students that the page title is what will be displayed in the browser’s title bar when the page is displayed.  Also Use Figure 11 to help explain the options available when publishing a Web Page.  

Explain that the AutoRepublish will republish the Web page every time the workbook is saved.  This would ensure that the data in the Web page is always up to date with the Worksheet. 
Creating Web Pages in Access

It is important to go over the differences between static HTML pages, dynamic HTML pages and data access pages.  Use Figure 15 to show the options in the Export dialog box.  Remind students that they should carefully name the exported file (so they can find it again).  In the case of a dynamic HTML page and the data access page, it will be important that the database is accessible while viewing the page.

The data access page is going to be the most useful when the student wants a page that can be used to update the database.  The data access page will be available on the objects bar in the database window.

Troubleshooting Tip

In the case of a data access page the page must be moved with the database if the database is moved to a new location.  For example, if students are to turn in their database as a file, they must also turn in the data access page that was created.  A common error is to turn in the database and not the data access page.  In this case, you will not be able to view the data access page.

Quick Quiz

1. A(n)  _____ Web page provides tools for user to modify and format the values displayed in the Web page from their browsers. (Answer: a)
a. Interactive

b. Noninteractive

c. Dynamic

d. Published

2. In Excel, to _____, means to save a workbook or portion of a workbook as a Web page. (Answer: publish)
3. True/False:  In Excel, if you want to save an entire workbook, you will need to save each worksheet separately as a Web page. (Answer: False)
Creating Web Pages in PowerPoint

In Word students were shown how to create an HTML page and then how to edit the Web page right in Word.  However, it is not as easy in PowerPoint.  Students should be aware that they cannot view the Web page in PowerPoint.  Rather, they must view the page in a browser.  To edit these pages, you will need to use some type of HTML editor or change the codes directly.  Tell students that, if they make a change in the presentation and they want that change to be reflected in their HTML page, they should re-create the Web page.  Use Figure 20 to illustrate how the presentation will appear.  Point out the links on the left side of the page.  You might give them a short lesson frames as the navigation buttons are actually in a frame.

Classroom Activity

In groups have students discuss when and why you would want to create Web pages from a PowerPoint presentation.   Have them discuss how the Web page would be used and if it is something that should be published on the World Wide Web.  You might need to give them a couple of examples to get them started.  Your presentations in your class are a good example.  You create the PowerPoint presentation to be used in class.  Then you publish your presentation so that students can review it again.  This would also be beneficial for the student who was unable to attend class. 
Publishing Web Pages

While they do not actually publish pages in this tutorial, it is important that students understand that they will have to publish if they want to page(s) to be available for viewing.  When you publish, the files have to be transferred (uploaded) to the server that will host the Web pages.  

Many of your students will likely have an ISP.  Tell those students that their ISP probably provides them some Web space to which they could publish their Web pages.  As an example, you could publish these Web pages to your school’s Web site.  

Classroom Activity
Divide students into groups of two or three.  Have the groups look up, on the Internet, an ISP that is available in their area (preferably one that someone in the group used).  On the ISP’s Web site, have the students try to learn whether a user account include Web space.  Also, if possible, have them discover the process of publishing to their Web space.
Tutorial Discussion Questions

1. Have students share with the class about Web pages they have used that have provided them with valuable information.  For example, the school’s Web site probably provided them with information.  Whatever example they use, have students consider how an Office document might have been used on the Web site.

2. In considering interactive vs. noninteractive Web pages, discuss the advantages and disadvantages of each.  Why would an interactive Web page open up problems with data integrity?  Who should be allowed to make the changes to the underlying document, workbook, presentation, or database?  How will this be controlled?


3. Consider that you want to create Web page from several, related, Word documents.  These documents are all on the same subject and will be viewed by basically the same audience.  Would it be beneficial to use a theme for these pages?  Would it be important to use the same theme for each page?  Why or Why not?


4. The Excel Web page feature allows you to set up an AutoRepublish.  Discuss the kinds of problems that could arise with this feature.   Would you always want to use this?  Why or Why not?
Key Terms

	Term
	Definition

	Dynamic HTML page
	A Web page based on a table, query, or form that is created each time the page is viewed or refreshed

	Filtered Web page
	An HTML document with the Office-related tags removed

	FTP (file transfer protocol)
	A communication protocol that enables you to manipulate files and folders between remote computers

	HTML Document
	A Web page that contains HTML code

	Interactive Web page
	Provides tools for users to modify and format the values displayed in the Web page from their browsers

	Navigation Frame
	The links n a PowerPoint Web page that allow you to navigate the different slides of the presentation

	Noninteractive Web page
	Allows users to scroll through and view the contents of an Excel workbook, but does not allow users to make any changes to the values displayed in the web page.

	Publish
	To save a workbook or portions of a workbook as a Web page

	Single file Web page
	One file that contains the HTML document along with all the supporting files

	Spreadsheet Component
	The contents of a workbook placed on an interactive Web page as an object

	Static HTML page
	A Web page based on a table, query, form, or report that shows the state of the database object at the time the page was created.

	Theme
	A designed collection of formatting options that include colors, graphics, and background images

	Uploading
	Publishing files to a server

	Web folder
	A folder from which you can transfer and manipulate files on a network server or a Web server

	Web page editor
	A software program designed specifically for Web page designer to use to create Web pages
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