Converting a Word Lesson Plan to a Website using PowerPoint 2003
This step-by-step tutorial will lead you through the simple process of converting your electronic lesson plan from MS Word to MS PowerPoint. Once you have developed your lesson in PowerPoint, you will save as a website.

Step 1: Open your lesson plan in MS Word. We are going to cut and paste the text, images and links from Word to a template in PowerPoint. Now open PowerPoint and choose from the many template designs. If you are using PowerPoint 2003 for Windows, you can open PowerPoint and select the Design button from the top or side menu. (or go to Format (Slide Design) Browse through the designs Available for Use. Select a design with high contrast for the Web, preferably one that also contains a graphical theme related to the subject matter of your lesson (although this may not be possible!). Note that you can always change the design later on if you decide that it's not the best choice for your Web-based lesson plan. 
Step 2: Now that you have a design selected, you'll need to fill in information on the title slide first –before you create a series of slides for the "middle" of your Website. Simply type in the title of your lesson plan on the title slide, then select New Slide and choose from the different content layouts. You'll notice that some slides are set up for bulleted information; others are useful when you want to insert images and even graphs! 

Step 3: Add in the titles from the headings of your lesson plan to each slide in your PowerPoint. These headings will serve as the navigation for your Website. You'll probably want to create slides with the following headings:

· Introduction

· Activity Description

· Student Learning Outcomes

· Standards
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Procedures or Steps
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Assessment

· Handouts or Links


Just click in the title box of each slide layout you choose and type in the titles. You can, of course, change the layout while keeping the title consistent; just click on a new layout for your slide after you have typed in the title and heading. The heading and title won't change, but the layout of your content will change. Create slides for all the sections of your lesson plan. 
Step 4: Now that you have all of the main sections of your lesson plan and Website done, you can go in and add text, graphics and links. This can be done with a simple cut and paste from Word to PowerPoint. Just select the text from Word and copy (control + c) and paste to PowerPoint (control + v). You can change colors and sizes of the text if you wish, although PowerPoint knows the best fonts to use for each slide! For example, your text may have been in Times in your Word document, but the template you chose in PowerPoint likes to use Arial, so all the text you paste from Word to PowerPoint will automatically convert to Arial when you paste it in. Using a consistent font style throughout a Website is good Web design!

Step 5: Let's try inserting graphics from Word to PowerPoint. This can be done by copying the image from your Word document and pasting it into your PowerPoint. Select an image from your lesson plan in Word and use the copy and paste commands to insert it into your PowerPoint (assuming you have also selected a slide layout that allows for graphics!). Now that you have a copy of your image in PowerPoint, let's check manipulate the image in PowerPoint. PowerPoint has an image editor built right in! You will see the Picture toolbar in PowerPoint. If you don't you can go to View -> Toolbars and select Picture.

Play with some of the picture effects (some may not work as your image is a copy or an image –a bitmap. But that's OK.). The most important thing to do is to compress your image for the Web. You can do this on the Picture toolbar by selecting your image and selecting the Compress Pictures icon.    

Make sure that you select the radio buttons for All pictures in document, Web/Screen and Compress pictures should also be selected.  This is a very important step because your pictures will be too large to load quickly into a Web browser if you do not scale them down to size from your Word document to PowerPoint and the Web.   (hit apply)          
Step 6:  Now let's add in some hyperlinks from Word to PowerPoint and the Web. This is easy to do when you know the URLs you want –and have them ready in Word. You can just copy and paste them from one to the other, or you can go to Insert (Hyperlink (control + k) to do the same thing.  You should see this dialog box when you do:                   Notice the difference between the Text to Display and the Address. These should be the same! Make sure that the Existing File or Web Page button is selected.

Step 7: Once you have most of your text, images and links ready on each slide, it's time to preview how it all looks as a Website. Go to File ( Web Page Preview. This will allow you to see how the Website will look. Notice how the Webpage contains left-side navigation and links to your slides. Of course, if you don’t like the way it all looks as a Website, you can simply change the template in PowerPoint (Format (Slide Design) and repeat the preview process. If you like what you see, then let's go ahead and Save as a Web Page. In the File name section of the dialog box, type in a short name for your Website (change it from the default: Presentation1.mht). Do not include any spaces or strange characters in the title. Make sure that the Save as type section is Single File Web Page (*.mht; .mhtml). Save the file somewhere on your computer or on a flash drive. 

Step 8: The final step is send your file to your Webmaster/mistress or your EIT instructor.  They will upload your files to a Web server and send you the link to see your Word to PowerPoint to Web live! You can send files as email attachments: joytulip2@yahoo.com.

Additional Tips, Tricks, Tutorials & Resources

Trick #1: Insert an image and link it to a Webpage! 

First, choose the slide and image you wish to hyperlink. Open the slide and select the image (or text) you wish to create a link to. You can do this by simply clicking on the image itself. Now go to Insert ( Hyperlink. Type (or paste) the URL/Web address into the dialog box that says Address: Make sure you include the http:// at the beginning of the address. Make sure that the Existing File or Web Page button is also selected. Once you have typed in the full URL/Web address, you just hit OK. Your image will now act as a link to the Web page in your presentation. (Note: a blue highlight will appear on the image once it is hyperlinked. You may wish to add in words such as "click to go to the name of Website.")

Tip: Linking to worksheets you have created and wish others to download from your PowerPoint to Web. Some of you may have created rubrics, handouts or worksheets in Word or Excel that you wish your students to use during the lesson you have developed. If you do not have access to a scanner, don't despair! These worksheets may not fit on the PowerPoint slides (or they simply cannot be scanned or converted!). You can, however, include the worksheets and handouts in your Website if you insert them as links. Just tell your Webmistress where to include the links to the worksheets and handouts in your slides, and he/she will create the links and upload the documents separately. This is an extra step but well worth the effort. As a note, your EIT instructor will be uploading your documents to the following domain: http://www.e-learningagents.com/EIT711/yourlastname
Trick #2: Customize your slide template with your own image. If you do not see a template that you like in PowerPoint, you can insert your own image as the background and template for all your slides. First, your image must be in .TIF, BMP, GIF, or JPEG/JPG format on your computer or flash drive/disk. The best images to use are also relatively uniform in color (so as not to distract your viewers from reading text). Here's how it works: Open a new slide presentation in PowerPoint and click Format ( Background. The Background dialog box will show up. Click the colors down arrow and then click Fill Effects. The Fill Effects dialog box will appear. Click the Picture tab at the top of the dialog box. Then click the Select Picture button to locate the image on your computer. You will be taken to a dialog box that shows you the locations on your computer where the image may be. Find and select the image on your computer and click the Insert button. The Fill Effects dialog box will appear displaying your image. Click the OK button. The Background dialog box will appear, so you will click Apply or Apply to All (one slide versus all the slides in your presentation). Now the background will appear on your slides as a template and as a Slide Master!

Online Resources to Learn More

Internet4Classrooms: http://www.internet4classrooms.com/on-line_powerpoint.htm
Introduction to PowerPoint by Melanie Cofield: http://www.gslis.utexas.edu/technology/tutorials/office/ppt03/
AITT Teaching Modules: http://aitt.acadiau.ca/nstpd/pptxp.htm
Lee's Summit School District: http://its.leesummit.k12.mo.us/powerpoint.htm
TeacherClick Tutorials: http://www.teacherclick.com/
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