Basics

Content

· Name, school, position

· Information about current assignments, units, activities, and so on for each class or content area you teach. 

· Links to Web pages containing class-related resources. You might also want to include online encyclopedias, dictionaries, learning games and drills, and so on.  

· A schedule, list of class rules and procedures, and so on 

· General news or notes to parents, including reminders about upcoming school events and important dates or deadlines 

· Contact information, including your e-mail address (do NOT include your home phone number. Remember that this will be published on the Internet and will be public world-wide!) 

Other things you might include: 
Homework assignments 
Spelling words 
Student of the week 
Graphics or pictures that accentuate or help deliver your message 
Calendar
Layout:

You may want to sketch out your page on paper before you start. At the least, make a list of the things you want to include. List the text and the graphics you will need. Decide where everything will go, and what colors you will use.

As a general rule, if you use a dark background, use light font.

If you use a light background, use dark font.

Saving Pictures to Include:

To save a picture, just right click on it, save as, and select the folder for it to be saved into. Give it a name that you can remember. BE CAREFUL of copyright rules.

IMPORTANT:  Make a folder just for your web page and all files (including pictures) that go with it. Save everything for your web page into THAT FOLDER and it will all work right.

Pictures should support your text and not detract/distract from the message you're conveying. 

Making Web Pages With Word

(Note:  Word will sometimes do quirky things when you save as a web page.)

Creation:

Create your web page just the way you want it.  If you don't know how to use Word, find a good tutorial here http://www.alienteacher.com/tutorials.htm

Hyperlinks:

1. Insert < Hyperlink < Type the file or web page name < OK

2. OR highlight the word or picture you want to hyperlink < right click < Hyperlink < Type the file or web page name < OK

Saving:

Be sure to save it to the folder you set up. YOU WILL HAVE TO SAVE IT TWICE!

1. File < Save as < Find the folder and save

2. File < Save as Web Page < Name it (one word, remember?) < Save

You will end up with two documents, one is .doc (the Word document) and one is .htm (the web page). When you edit, be sure to edit both, or just the .htm file. 
 
After you save it, Word shows you the new HTML document as if you were looking at it in a Web browser.  You may notice that the margins change and graphics shift.  The Word menus may also change.  

Note:  Word will make a folder within your folder and put all your images into it for you. When your page is uploaded, Lori will have to upload the .htm file AND that folder with everything in it, or the images won't work.
Publishing Options:  

· Save to M drive in your folder – Email Lori and ask her to upload it

· Save to disk – Give to Lori and ask her to upload it

BONUS:  You can use these same directions to turn a PowerPoint presentation into a web page.

Making Web Pages With Netscape Composer

Downloading Composer 4.79 (it's free!)
These steps lead you through downloading Netscape. 

1. Go to http://wp.netscape.com/download/0509102/10000-en----_qual.html 
2. Click the second link for “Windows 95, 98, NT, or 2000.” 
3. Click on “4.79 latest version.” 
4. Choose “base.” 
5. Click “Download it Now.” 
6. Click “Download.” 
7. Click “Save this program to disk.” 
8. Make sure you save to the desktop.  To do this, click the arrow in the “Save in” box and choose “desktop.” 
9. Click “Save.” 
10. When it finishes, click “Open.” 
11. Wait while it finishes downloading.  Some boxes will pop up on your screen.  Don’t X out of them. 
12. Another box will pop up and let you know “Download successful.”  In this box, click on “Install.” 

____________________________________________________________

These steps lead you through installation.  Please note:  Your steps may vary slightly from those given. 

1. Click on “Next.” 
2. Click “Yes.” 
3. Make sure “Typical” is chosen, then click “Next.” 
4. Uncheck the three boxes.  Click “Next.” 
5. Click “Next.” 
6. Click “Install.” 
7. Click “No.” 
8. Click “Ok.” 
9. You may double click on “Netscape Composer” if you want to try it.  Or you may X all the extra boxes and try it another time. 

To open Netscape Composer click on “Start” then go up to “Programs.”  Go over to “Netscape Communicator.”  Then choose “Netscape Composer.” 
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Fonts:

Variable Width – Allows you to change font style

Number – Allows you to change text size

Black box – Allows you to change text color

A= Bold

A = Italics

A = Underline

Bullet list

Number list

Decrease indent

Increase indent

Alignment

Backgrounds:  

	1. Open Netscape Composer 

2. Open the file you want to add a background to 

3. Put cursor anywhere on background  

4. Select Image on toolbar  

5. Click Choose File  

6. Locate your background image  

7. Click Open  

8. Check box in front of Use as background  

9. Click Apply  

10. Click Close  

11. Save your document  


Add Images:  

	1. Open Netscape Composer 

2. Open a new file or the file you have been working on 

3. Put cursor anywhere you want to add image  

4. Select Image on toolbar  

5. Click Choose File  

6. Locate your image that you want to add  

7. Click Open  

8. Apply  

9. Close  

10. Resize the image by clicking on a CORNER and dragging it until it's the size you want. 

11. Save your document 


To add a link:

	1. Open Netscape Composer 

2. Open your Web Page where you want to add a link to a Web site  

3. Highlight the words you want to link  

4. Click Link on toolbar  

5. A pop up box will appear -  in  Link To  -  Type the address that you want to link the words to.  

6. NOTE:  If you are linking to an Internet Web site you must have http://  in front of the address.      Example:  http://www.wacona.com 

7. If you are linking to one of your own web pages, then you need to write in the link box the exact name that you gave your new web page when you published it.    Example: If I named my new web page "homework.html" then I would write "http://www.wacona.com/teachersname/homework.html" for the name of the link in the box. Your information will vary depending on how you upload your web pages.  Please note: Your link will only work if the name of your page and the name on the link to it match.  

8. Click Apply 

9. Click Close 

10. Save your document 

To create a mail link:

1. Open Netscape Composer 

2. Open the web page you want to put your email link on 

3. Write your email address or the words you want to use as your link (or a graphic to use for email) For example: lmiller@ware.k12.ga.us or just "Email Lori Miller" 

4. Highlight your email address or words  or click on the graphic 

5. Click Link on toolbar 

6. Pop up box will appear.  In  "Link To" type:    mailto:username@ware.k12.ga.us (all lower case and no spaces)  Example: mailto:lmiller@ware.k12.ga.us 

7. Click Apply 

8. Click Close 

9. Save your document 


Tables:

Choose how many rows and columns.

Choose alignment.

Choose border width (if you want no border set it to 0)

Choose table background color or graphic, or leave it plain.

Apply.

OK.
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Saving:

Be sure to save it to the folder you set up. If you haven't set one up, here's a shortcut.

File < Save as < Create new folder < name the folder and hit enter

Saving the first time:

File name should be one word, no spaces, no characters

Enter a title for the current page – this will show up in the blue bar at the very top

Click OK.
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Publishing Options:  

· Save to M drive in your folder – Email Lori and ask her to upload it

· Save to disk – Give to Lori and ask her to upload it

Making Web Pages With Scholastic

Go to this site:  http://www.scholastic.com/homepages.

Create your account. Follow the online directions to create your pages and add content.

Be sure to email the link to Lori so that she can get it added on the grade level page!







