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STUDENT GUIDE TO THE LAN

Introduction
This manual is intended only as a guide to get you started and will provide

you with a resource for the basic information that you will need to work in a

CIC classroom. An online, frequently updated version of this guide is
available at http://depts.washington.edu/engl/cic/sgonline. If you find terms with
which you are not familiar, check in the glossary. We have tried to provide simple
definitions for any technological language that we use. If you feel that you would
like more in-depth instructions on Windows, Microsoft Office programs, graphics
software, or Web authoring, there are a number of excellent guides available online
and in area bookstores. Additionally, walk-in computing workshops are conducted
throughout the academic year by UW Catalyst—see the online course schedule
(http:// catalyst.washington.edu/workshops/index.html) for more information on
times and dates.

Access to Computers on Campus

One of the advantages of taking a CIC course is that you have exclusive access to
the computers in this classroom. Although classes are held in our facilities every
Monday through Friday, we do have public hours in Mary Gates 076 afternoons
and weekends. During those times, students currently enrolled in CIC courses may
use our computers to do their English class work. While you will often find short
wait times in 076, there may be times when our hours or location make one of the
other labs on campus a better option for you.

The following computer labs are particularly convenient and suited to the needs of
students enrolled in CIC classes. All labs listed are staffed by attendants familiar
with Windows and Microsoft Office programs. The labs have both Macs and PCs
as well as a limited number of workstations for audio and video editing. There is no
charge for computer use on campus, although there is a small fee for printing.

MGH Computing Resource Center:
First floor of Mary Gates Hall. Telephone: 543-0681. Open 8:00 a.m. to
11:00 p.m., Monday through Thursday; 8:00 a.m. to 9:00 p.m. Fridays;
Closed Saturdays; 7:00 p.m. -11:00 p.m. Sundays. The doors to the lab lock
30 minutes ptiot to closing. http://catalyst.washington.edu/
learning_spaces/computing_commons.html

Odegaard Computing Commons:
Odegaard Undergraduate Library. Telephone: 616-7173. Open 24 hours
starting Sunday at 1:00 p.m. and ending Friday at 6:00 p.m. Open Saturdays
9:00 a.m. to 6:00 p-m. http:// catalyst.washington.edu/
learning_spaces/computing_commons.html

Technology Studios:
Various locations in Odegaard and Suzzallo Libraries. Telephone: 543-2990.
The Digital Audio Workstation, Digital Presentation Studio, and
Collaboration Studios are open during library hours and available by
reservation. http://catalyst.washington.edu/learning_spaces/index.html
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Should any of
these guidelines
be ignored, we
reserve the right
to insist that you
leave the
computer lab.
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English Department LAN Classroom Policies

Welcome to the English Department LAN (Local Area Network) classrooms.
Courses meet in the LAN classrooms throughout the week. Enrolled students have
access to the workstations in 076 after class hours. These public hours are posted
on our web site (http://depts.washington.edu/engl/cic/lab.php) and in 074, 076,
082, and 082A. Any changes to them will be posted as well. All students enrolled
in CIC courses may work in the 076 computer classroom during public hours on a

first-come, first-served basis.

We request that you observe a few simple guidelines when using the English

Department computer classrooms during class or public hours:

1.

10.

11.

The computer classrooms are available only to students currently
enrolled in computer-integrated courses.

Absolutely no food or drink is allowed in the LAN classrooms. Please
keep your work area tidy. Recycling containers and trash cans are
located at the front of both computer classrooms.

Printing is restricted to CIC course essays, peer reviews, homework and
handouts.  Students may not print work for other courses, online
readings, or other lengthy documents.

Do not sit on the desktops that connect pod workstations. While
sturdy, they are not designed to support human weight.

Accessible stations are located in the front center pod. Disabled
students have priority for these stations. The desktops on the
accessible stations should only be adjusted to accommodate wheelchairs
or other equipment.

Use of both LAN classrooms is limited to currently installed software.
You may not install or use any of your own software on the network,
nor may you download software or games from the Web.

The network cannot be accessed via modem.

Do not manipulate any of the hardware. Unplugging cables can cause
the system to crash and people to lose files. If you are having a problem
with your station, consult your teacher or the technical support staff.

Do not turn off the computers or screens unless told to do so by your
instructor or by a technical support person. Do not touch the monitor
screen directly with your hands or fingers.

Under no condition should any person alter the icons on the desktop.
This includes creating additional shortcuts.

As a matter of courtesy, always log off after you have finished working.
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12. Copyright law prohibits you from duplicating software in the English
Department LLAN for your own use.

Getting Around in the LAN
Logging In and Out of the Network

In order to use a terminal, you should begin by entering into your class directory.
You can log on by typing your class number and section in the User Name box.
Note that there are no colons or spaces in the user name. The Password is simply
“cic.” followed by your course number and section (for example, “cic.111a”). The
Domain should be set to “English.” Click OK once you've typed in your class user
name and password. Remember that if you don’t log on to the appropriate class
directory, you will not be able to access course materials or save work to your
student folder.

Enter Network Password E

Enter your netwark, pazzaward for Microzaft MNetwarking.

Cancel |

Uzer name: I 111a
Password: I engl11l.a
Ciomai: IENGLISH

If the login window does not appear on the screen when you first sit down at the
terminal, you may need to log out first. The last user did not log out propetly, and
you are in another class directory. To exit this directory, select Log Off from the
Start menu in the lower left hand corner of the screen.

Understanding Networks and Drives

In order to move around easily within the CIC computer network, you need to
have a basic understanding of how and where information is stored. In particular,
you need to understand the distinctions among four different places where you can
save information: a floppy disk, a USB port, the internal hard drive, a ZIP disk, a
CD-ROM, and the network. Each of these locations is designated as a different
drive. Although there are numerous drives on our computers, there are only a few
with which you need to be familiar.

C: DRIVE (INTERNAL HARD DRIVE)

Each of our computers also has an internal hard drive. Information stored on the
C: drive is accessible only to a user at that particular terminal. Since you will not
always be using the same machine every day and will often need to share your files
with your classmates, do not save your files to the C: drive.

Remember to
always log on
when you arrive
in the LAN and
log out when
you leave.
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D:, E: AND F: DRIVES (Z1P, USB MEMORY STICK AND/OR CD-ROM DRIVE)
When you insert a Zip disk, memory stick or CD-ROM into the computer, the
information on that disk can be found on the D:, E: or I: drives. If you are using a
Zip disk or memory stick, you may retrieve files from and save files to your device
on the D, E: or F: drives. If you are using a CD, you may transfer files from home
to the LAN, but you will not have access to a CD burner which would allow you to
transport files to your home computer.

L: DRIVE (LOCAL AREA NETWORK, OR LAN)

Every class in the CIC program has its own public space on the Local Area
Network, or LAN. Any file that is intended for class use should be saved in your
class folder on the L drive, since files on the L drive can be accessed from any
terminal in both computer classrooms.

Managing Files with Windows Explorer

Windows® uses a program called Windows Explorer to manage files. Windows
Explorer lets you view all the files to which you have access, whether they are
located on the hard drive or stored on a disk. You can open Windows Explorer by
selecting its icon from the tool bar or by clicking on the Start button and selecting
Windows Explorer from the Programs menu.

&N Exploring - L:\Class Activities

[\ illiams_Post_Choice_E xeicise_BC_SKP.doc
h_z. Williams_Poet_Choice_E rercize_st ap.doc

F williams_Post_Chaice_E xercisedPYEH.doc
B \illiams_Post_Choice_E xerciseCWGP. dac

E-a Class Activities
{1 River Merchant
L B+ Thesis Erercise 1
o = Student Folders
B &, Anderson, Lauren
D B. Bennet, Matthew

the right.

[11 ehiectiz) |415KE [Disk. free space: 21.768) 25 Local intranet v

OPENING FILES

To open a file, just double-click on the icon for the file in the Windows Explorer
window. You can also open files by choosing Open from the File menu on the top
menu bat.

Click on a folder in
the left portion of
_— the window and see
everything in that
folder appear on
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COPYING FILES TO AND FROM A MEMORY DEVICE

In the computer classroom, we sometimes use Windows Explorer to copy—and
therefore save—files to and from disks because it allows us to see multiple drives
simultaneously. To copy to or from a memory device, you will need to click and

drag files or folders from one location to another.

COPYING TO A MEMORY DEVICE:

1.

2.

Insert your device into the USB port on the back of the computer.

Using Windows Explorer, find your file, making sure that the icon for
the document is visible in the right-hand window.

Click and drag the document icon from the right-hand window,
releasing it when it rests exactly on top of the Removable Drive (D:,
E: or F:) icon. Before dragging your document icon, you may have to
scroll up within the left-hand window to see the Removable Drive
(D, E: or F:) icon.

You will see a message that tells you the file is being copied.
Check that your document has been copied by clicking on the

Removable Drive (D:, E: or F:) icon in the left-hand window; the
contents of the device will be listed in the right-hand window.

COPYING FROM A MEMORY DEVICE:

1.

2.

Insert your into the USB port on the back of the computer.

Show the contents of the device by clicking on the Removable Drive
(D, E: or F:) icon. Your files will be listed in the right-hand window.

Make sure that the folder into which you want to save this file is visible
in the left-hand window.

Click and drag the icon for your file from the right-hand window over
to the folder in the left-hand window. Release the mouse when the file
icon rests directly over the folder icon.

You will see a message telling you that the file is being copied.

Double-check that the file copied correctly by clicking on the folder
icon in the left-hand window.

MOVING AND COPYING FILES ON THE NETWORK DRIVE

You can move a file by clicking on the file’s icon and dragging it to a new location.
To copy a file, click on the file’s icon and choose Copy from the Edit menu. You
can put the copied file in a new folder by clicking on that folder’s icon and choosing

Paste from the Edit menu.

REMEMBER:
Always keep a
back-up copy of
your work on
disk and back
up your work
regularly.
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FINDING A MISPLACED FILE
If you have logged into the computer properly, your work will be automatically
stored in your class directory. However, we make mistakes, and looking for a lost

file can drive you crazy. Windows provides an easy way to find a file: the Search
function.

To find a misplaced document, open Windows Explorer or click on My Computer.

() sear
Click the Search button # " on the icon toolbat. You will be presented with

a search companion window. Typically, you will select Documents under the
What do you want to search for? options. You can then modify the search, based
on the information you know, using basic and advanced search options.

BAsIc SEARCH OPTIONS:
Last time it was modified: You can search the computer for files created or
modified on a particular date or within a particular period of time.

Al or part of the document name: You can search for the document by exact or
partial file name. If you forgot to name the file, the computer named it
using the first few words of the document.

Ot - O ¥ || Osews |l
Address (08 K2\ v BJ]Go
Search Comoanion X -~

Search by any or all of the ariteria below. ~
Last Gme it wie modifiect:

(%) Don't remersber

O Votin the laat week

O Past moren

O vishin the past year

Al or part of $he docoment name:

1158

114

CCCTT

ADVANCED SEARCH OPTIONS:

A word or phrase in_the document. 1f you cannot remember the file name, you
can search by typing some of the text contained in the document (your
name, the essay’s title, etc.).

Look in: You can search for the document by location. If you forgot to save
to your class folder, the C: drive should be the first place you look.
Remember, though, that you will need to search the C: drive of the exact
computer you were working on when you created the document. If you
saved to the wrong subfolder in your class folder, you can choose to search
your class folder on the L: drive.




STUDENT GUIDE TO THE LAN

What size is it?: You can look for small, medium, or large files. Most
word-processed documents will fall in the small to medium range.

MORE ADVANCED SEARCH OPTIONS:

The series of More advanced search options checkboxes allows you to
search within subfolders (within all subfolders in a single class folder, within
all class subfolders on the C: drive, etc.) and to do case sensitive searches.

Scanning For Viruses

Our machines have virus protection software which is updated regularly. Protect
your  home  computers by  downloading  virus  software  from
http:/ /www.washington.edu/uware/list-category.html#security. You should
periodically scan memory devices and hard drives both in the lab and at home.

Open Windows Explorer or My Computer.

Right-click on the drive you want to scan—for example, Removable
Drive (D:, E: or F:) or Local Disk (C:).
Select Scan for Viruses.

i

The program will begin scanning for viruses. You may pause or

stop scanning by pressing the appropriate buttons.




Different
instructors
have different
systems of file
naming.
Follow your
instructor’s
directions
carefully.

Naming your
files properly
isn’t enough.
You must also
save them in the
right place.

Remember to
make a personal
copy before you
begin working.
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Naming, Organizing, and Making Personal Copies of Files in CIC

You aren’t the only person who uses your computer in the LAN. This means that
keeping files organized is very important. Documents that are named properly and
saved to the correct location are less likely to get lost, overwritten, or deleted.

NAMING FILES:

In CIC we use a simple naming system to prevent files from being overwritten.
Each file name in CIC consists of three components: a root name, a personal
identification, and an extension. You will need to name your files according to this
system.

For example, a CIC file name might look like this: EssayT.doc

Root Name: For each class assignment, your instructor will ask you to use a
particular root file name. The root name will identify the work and also prevent you
from overwriting your own work. In our example, Essay is the root. For work that
is not part of a class assignment, you will often have the option to choose your own
root name.

Personal identification: Your instructor will assign you a personal identification
code, probably a letter of the alphabet. Any file that you create needs to include this
identification, which is placed immediately after the root name. In our sample file
name, the student’s assigned letter—T—identifies the author of the document.
Since you will have a unique identification and, therefore, unique file names, your
work will be safe from overwriting.

Extensions: Windows-based programs will automatically add an extension to the
file name of each document. These extensions identify the type of document. Do
not change these extensions, or the computer may not be able to read your file. In
our example, .doc is the extension and indicates that this is a Word document.

ORGANIZING FILES
Naming your files propetly isn’t enough. You must also save them in the right
place. Your files should always be placed in your class directory and either

In a folder that your instructor has created, OR
In your personal folder.

If you are not sure where to save your files, ask your instructor for help.

MAKING A PERSONAL COPY OF A FILE

Sometimes you will need to make a personal copy of a file that your instructor has
created. This is something like making a photocopy of a master document; it allows
everyone to have a copy containing his or her changes. To make a personal copy,
choose the Save As function from the File menu, and rename your file according
to class conventions before saving.

10
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A Quick Guide to Document Conversions

If you use anything but Microsoft Word at home, you will need to convert your
documents to a format you can use on CIC computers. In addition, you will need
to save documents created in the lab in a format you can use at home. These
conversions are very easy if you pay attention to a few important details. Please
note that you should follow the same procedure whether working at home or
in the lab.

PCs

Under the File menu, select Save As and choose Rich Text Format (*rtf) from
the pull-down menu in the Save as Type box. You may lose some formatting
markers, but you will be able to work with the document. If your home word-

processing program does not allow rich text format, you may save the file as Text
Only (*.txt).

MACs
In the lab, select Save As from the File menu, and choose Rich Text Format
(-*rtf) in the Save as Type box. With most Macintosh word processing programs,

you can select Save As from the File menu, and choose Rich Text Format
(RTF) in the Format box.

Apple’s own word processing program, Pages, allows you to save documents in
Word or Rich Text Format. To do so:

1. Select Export from the File menu.

New ¥N
New from Template Chooser... C¢#N
Open... ¥0
Open Recent »
Close ®BW
Save S
Save As. 0 3#S
Send to iWeb »
Save as Template...

Page Setup. %P
Print ®e

2. Choose Word or RTF from the options that appear and click the Next
button.

11
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. 1 -~
o 213 z
PorF Word ATy Man Test

Create a Word document that can be opened
and edited with Microsoft Word.

(Concel ) Cext) G

3. Name your file, select the location you want to save to, and click the
Export button. A window confirming the export will appear.

Save As: Your File.doc

< » |22 = m) G Documents #1 (Qsearch

¥ DEVICES %) About Stacks.pdf
2 IMac HD = ac
@ ioisk (& Computer Information »
{5 Microsoft User Data
» SHARED
¥ PLACES
I Deskeop
& KG8
2\ Applications

[ Hide extension { New Folder ( Cancel ) ( Export “_

4. You will return to your Pages document. Note that the document will be
untitled, as you haven’t saved it in the default “.pages” format. If you want
to save a copy in ".pages" format as well, select Save as from the File
menu.

Naming Your Files to Convert

When you save files that you want to convert, you do not need to add an extension
(for example, .doc or .rtf) to the file name, as Windows automatically adds these
extensions. Since no file can have more than one extension, your file name must
not contain any periods (the computer will read a period as part of a file extension).
Also, your original file name should not contain spaces, as some older home
systems may not recognize spaces.

Transferring Files via FTP

Disks sometimes fail, and it is good to have a backup copy of your work. Also,
if you are working with a very large file, such as a PowerPoint presentation, you
may find that it is too large to fit on a disk. In these cases, you may choose to
use a secure file transfer program to move your files between the server space
provided by your Dante account, the LAN, and your home computer. You
have two options for electronic file transfer: Catalyst’s web-based File Manager
or a secure FTP program available via the UW Internet Connectivity Kit.

12
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How File Transfer Works

Basically, a file transfer program accesses space you have as students on UW’s
Dante server by logging in with your UW Net ID and password. Therefore, it is a
good way to keep a backup copy of your work which can be accessed from your
home computer and the LAN. If you are revising a document multiple times and in
different places, always remember to upload the most recent version.

] Server
e.g.,
dante.u.washington.edu

Computer- O

Home Integrated
Computer (LLLT:;II)U om J L
] O ‘ O
draft revision

Uploading Files from Home or Lab with Catalyst’s File Manager
Catalyst’s File Manager is a good option if you plan to transfer only a few files.
Because File Manager is web-based, you can access it from any computer with an
Internet connection and you do not have to install software to use the program.

1. Go to the Catalyst Web site: http://catalyst.washington.edu.

2. Select Web Tools Login from the top of the welcome page and enter
your UW Net ID and password when prompted.

LEARNING & SCHOLARLY TECHNOLOGIES “wi Web Tools Login® _

UNIVERSITY of WASHIKGTON Search

W Yechealogy

3. Seclect File Manager from the Catalyst web tools column on the left.

4. On the main file manager screen, follow the link to your Dante
account. If your Dante account is full, you may use your Webfiles
account to transfer files. This account contains an additional 1.5 GB of
storage.

13
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Hew

Dot waalinglan sdw/ kb

webdlies sashington odu /b

: , i
5. On the account page, click the folder icon to view the files stored
on your Dante account. The account details screen allows you to view
your files as a list or icons.

homer . washington.edu/sgh

Detalls

Name o

(SR NNERT

6. If you want to organize your electronic storage space by creating folders

. . . + New f
for various courses and activities, click the New Folder [ M=w folder

button. A folder icon will appear. Name the folder and select Save. To
upload documents to a specific folder, click the folder icon next to the
folder name.

7. Click the Upload files button £ Uslead file= 1 transfer documents
from your lab or home computer to Dante. In the file upload box that
appears, click the Browse button to locate the file on your hard drive
or the CIC network.

Upload Files

Browse.. |

Add another file

l Save Cancel

8. You may transfer multiple files by choosing Add another file. When
you’ve finished adding files, click the Save button. The file will appear
on your account details page.

Downloading Files to Home or Lab with Catalyst’s File Manager
1. Follow steps 1-5 above.

14



STUDENT GUIDE TO THE LAN

2. Right-click on the name of the file you want to transfer to your home
computer or the CIC network. Choose Download from the pop-up menu
that appears.

View

Download

Move
Rename
Copy

Delete

3. A dialogue box will open asking if you want to open the file with a specific
program or save it.

Uploading Files from Home or Lab with SSH Tectia Client (PCs)

If you regularly download a large number of files, you should install a secure file
transfer program on your computer. All LAN computers have SSH Tectia
Client. To get a free copy for home, go to http://www.washington.edu/
uware/uwick/contents.html.

1. Click the SSH icon on the taskbar—it looks like a manila folder with
blue bubbles in front of it. You may also access the program from the
Start menu by selecting Programs—=>UWICK Applications—>SSH
Secure FTP->Secure FTP.

2. A series of logon windows will appear. Type the following information
in each window and click OK. If you make a mistake, click Cancel and
select Quick Connect to access a single logon window with boxes for
host, user, and password.

% SSH Tectin 2% Type the host name
Host [darte.u washington =du dante.u.washington.edu.
OK | Cancel |
ﬂ S Nechin) J ﬂ1 Entef your UW Net ID.
Host: dante u.washington.edu
User |UWNetiD

oK | Cancel |

& U et DEdante Ay ashinetonyed . d aﬁ Enter your password.
UWNet|D@dante u washington.edu’s password

oK | Cancel |

15
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Once connected, you will see a list of folders in your Dante space in the
right-hand window. The left-hand window contains a list of the drives
and programs available on the machine you are currently using,

To move files from a lab or home computer to Dante, click My
Computer in the left-hand window and locate the document on the C:
or L: drive. Click and drag the file into the right-hand window.

i deiaulizsiip N profile) SSSH N ectiai el ansier J J a1
File Edit View Operation Window Help
B og=e 80(% 1 1@ %rE
;j Quick Connect  |_7] Profiles

SRRl I vl| add |G A @ P &F gb x| | Add

Local Name £ Size Remote Name P Siz
1

e My Documents =
1y Computer

&3 My Netwark Places

H Recyde Bin

,é Internet Explorer

| T

Transfer | Queue |

s | abc 918
= | def 161 E’g\g

/| Source File Source Directory | Destination Dir... Size | Status Speed Time

Connected to default-sftp - /nfs/aesop12yrc02/d33/kgb 32 items (27.3 MB)

If you are uploading a new version of a document previously stored in
your Dante space, a box will appear asking if you want to overwrite the
old file with the new version.

If you have multiple files to upload, hold down the Ctrl key, click on
each file, and drag the group into Dante.

You can organize your Dante space by creating folders for different

classes or projects. To create a folder, click on the new folder icon =
above the right-hand box or choose Operation and New Folder from
the top menu.

To disconnect from the current host without exiting the program,
choose File and Disconnect from the top menu bar, or click on the

=

disconnecticon = .

To disconnect and quit, choose File and Exit from the top menu bar.

Downloading Files to Home or Lab with SSH Tectia Client
1. Follow steps 1 through 3 above.

2. Click My Computer in the left-hand window to locate the folder

where you want to save the file (for example, “My Documents” on a
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home computer or your student folder on the CIC L: drive). Click and
drag the file from Dante into the selected folder.

3. Disconnect and quit using steps 8 through 9 above.

Uploading and Downloading Files with Fugu (Macs)
If you own a Macintosh, you can use Fugu to securely transfer files. To get a free
copy, go to http://www.washington.edu/uware /uwick/fugu.

1. Macintosh users can open Fugu from the Dock or the Applications
window (the program icon is a black and white blowfish). In the
Connect to field, enter dante.u.washington.edu and type your UW
Net ID in the Username space. You do not have to fill in the Port
and Directory fields.

2. Enter your password when prompted and click Authenticate.

3. A divided window will appear with Dante—the Remote pane—on the
right and your home machine—the Local pane—on the left.

4. 'To upload files from your home machine to Dante, drag the file icons
from the Local pane to the Remote pane. You may have to use the
drop-down box in the Local pane to select the folder from which you
want to upload the file.

5. To download files from Dante to your home machine or lab
computers, drag the file icons from the Remote pane to the Local
pane. You may have to use the drop-down box in the Local pane to
select the folder to which you want to download the file.
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STUDENT GUIDE TO THE LAN

Using Microsoft Word

Basic Features
Microsoft Word 2007 is a program that students use often in CIC, and it is
important that students become familiar with its main features. Below we have

included the essential information on creating, modifying, and commenting on
documents in Word.

GETTING IN

From the desktop, click on the Word icon -EI An empty document will
automatically be created. Word 2007 organizes related features on a “ribbon.”
Selecting a category on the ribbon—for example “Home,” “Insert” or “Review”—
reveals the options available in that category. General functions are available via the

Office " button menu and may be added to the quick options bar.

There are two options for saving a file, both available from the Office menu:

o Save As: Used to name a file and select a format for saving. CIC
students use Save As to make a personal copy of a master file their
instructor has created. Save as can also be used to save files to a several
locations (for example, a student folder, the turn-in folder, and a
memory stick).

e Save: Used to save changes to a file that has already been saved once.
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PRINTING A FILE

Choose Print from the Office menu. Quick Print allows users to print one
complete copy of their document to the lab printer. Print lets them specify which
pages and how many copies they want to print.

EXITING WORD
To exit the program, click the Exit Word button at the bottom of the Office
menu.

FORMATTING AND EDITING TEXT
The Home menu contains options for formatting and editing text and paragraphs.

Font Style | Font Size Lists Promote | Demote
Mome yivert »lla.u; ku\ Malbngs :mi View l l‘ w
Calibei Body) 1 AN E e AaBbCeDc | AaBbCeds AaBbC: AaBbi [’\cl B s :“ ;
T l,.T_”,,“,, L I\U<‘ x' Axc - A EFEIE E 2 __\ tNotmal | %Mo Spac. Headingl Heading? Titte Chan. 2
Paste | Cut & Copy Bold | Italics | Underline | Color  Alignment | Line Spacing | Border Styles Find | Replace

o Font Type/Size/Appearance: Standard MLLA format tequires a 12
point Times or Times New Roman font, which you can set with the
font type and size buttons on the Home menu’s Font options.
Bolding, underlining, and italic keys are useful as well. Remember that
titles of books and journals must be underlined or italicized, while
essays, articles, and poems require “quotation marks.”

e Font Color: While font colors generally are not used in academic
papers, they are available for different kinds of assignments, such as
group presentations. To change font color, select the text you want to
alter and click the arrow next to the font color icon on the Home
menu’s Font options. Select your desired color from the palette that
appears.

e Highlighting: This function is great for editing your own paper, and
for use in peer reviewing someone else’s paper. To add highlighting,
select text and click the arrow next to the highlight icon on the Home
menu’s Font options. Select your desired color from the palette that
appears.

e Alignment. Use these Paragraph formatting buttons on the Home
menu to align text to the right, left, or center, or to justify the text to the
margins.  Standard MLA format requires left-aligned text and a
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centered title. Use the center button instead of tabbing to center your
titles.

e Promote and Demote: Use these Paragraph formatting buttons on
the Home menu to quickly change the indentation of selected text.
This function is useful for formatting block quotations and creating
outlines.

¢ Borders: Highlight the text you wish to place a border around, and
then click the border icon from the Paragraph options.

e Line-spacing: The Paragraph line spacing button allows you to easily
single or double-space selected text.

e Cut, Copy and Paste: These functions, available under the Home
menu’s Editing options, allow you to delete, move, and copy text.

FORMATTING DOCUMENTS
The Page Layout menu contains an option for setting document margins.
Standard MLA format requires one-inch margins.
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J Page Bocders B 0 T 1wt A w
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SPELLING, GRAMMAR AND THESAURUS
Word’s Review menu includes options for checking spelling and grammar. The
thesaurus function is also located on this menu.
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REFERENCES

The Citations & Bibliography options on the References menu allow users to
add citations in correct MLLA format. The Bibliography feature will create a MLA-
formatted works cited list from bibliographic information the user has entered.

Reterences

p Add Teat § ) lesert Endnate £ Manage Soustes % L) Indert Tabie of Figure 5 ] =

AB 1 -
3! Update Table MY Nest Footnate L 4 (L5 Stpet APA . -
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INSERTING PAGE BREAKS, TABLES, IMAGES, AND HYPERLINKS
The Insert menu allows users to add a variety of elements to their documents.
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® Page Breaks: Position your cursor where you want to break the page
and click the Page Break button from the Insert menu’s Pages
options.

e Tables: Position your cursor where you want to insert your table and
click the Table drop-down arrow. You may drag the cursor across the
grid display to set the number of rows and columns in your table. You
may also select from pre-formatted Quick Tables.

(] | BB P 7

Table Picture Clip Shapes Sma
- Al't -

Insert Table

I

] InsertTable...

Draw Table

Excel Spreadsheet
Quick Tables »

e DPictures: The Insert menu’s Illustrations options allow users to add
clip art, pictures, shapes, and other graphics to a document. To add a
saved picture, position your cursor where you want to add the image
and click the Picture button. An Insert Picture box will appear.
Locate the image file on the CIC network and choose Insert.

My Network
Flaces
File e -
Fles OF LYDET 28 Drturars (%l vk ;™ 0™ 000 I %, 01 % g binp; * o * the;  beee ™ ;¥ gl ™ mire
Tods < Cancel
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After you've added the image, a Picture Tools contextual menu of

image formatting options will appear.

—

].JH"'“ : D isne.
Home  Insert  Pagelaymet  Feterencer Mafingr  Heview  Yiew | Pormat -
¥ Bogreness = L Compress Fetures — —-- =1 -_'," Puture Shage = ¥ 4 | ~E } |
D contrast Mg Onange Rowe d p—1 d « S Pcture Boder v — Wy, 5 b33
| } Po s
Wy Recolee = g Retet Picture 5 of Poture Efects - 1 Test Weapong + 54 .
Aayuit s Stpies Aange
— -
H
*
9
*
N .
EOEERISTIRD L |

Hyperlinks: Users may place hyperlinks within a Word document to

link to web resources, files on any computer drive, and email
addresses. Select the text to be linked and choose Hyperlink from

the Insert menu’s Links options.

options in the box that appears.

Users have the following

9] % |

Text to display: |the University of Washington Libraries site

| [_saeenre.... ]

Look in: L & Resource Manual B
“| F M | Index.d
T 8] Faculty Manual Index.docx Bookmark
e
Browsed
Pages
Recent
Files
Address: }hm://www.ﬁb.waﬂnghon.edu E]

°
Insert Hyperlink
Link to:
Use Look in to [
locate a file you Existing File or
wish to link to on Web Page
the hard drive or
network. @
Place in This
Document
CreaQﬂew
Document
To link to a place
on the WWW, >
type the complete
URL in the E-mail Address
Address line,
beginning with
http://
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Peer Review and Editing Features
Word’s Review menu has options that allow users to insert comments into
documents and to track changes between first and final drafts.

Hewen
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The Review menu’s Comments function allows multiple reviewers to add
commentary to an essay draft. The writer can then print the commented version of
his or her draft. To review an essay, do the following:

1. Tell the computer who you are. The person being reviewed will want to
know who said what; you need to tell the computer who you are so it can
attribute your comments to you. To do this, select Word Options from
Office Button menu.
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L./ Publish » Required Reading ‘08 =
e Ponce-Wheeler Wedding p2 =i
_T Close post {=

2] Word Options ; Exit Word |

In the Word Options window that appears (it should by default go to
the "popular” menu option--if it doesn't, select "populat"), enter your
name and initials under the heading Personalize Your Copy of
Microsoft Office.
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Begin your review. To insert comments, highlight the text on which you
are commenting and select New Comment from the Review menu.
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MERGING REVIEWED DOCUMENTS

Once a paper has been reviewed by several people, students may want to merge all
peer comments into a single document. To do so:

1. Select Compare and then Combine from Word's Review menu.
PO 1 ATl Wt -y
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e
2.

In the dialog window that opens, select the two papers you want to
combine (i.e. the papers that have just been reviewed) and click okay.

Save the combined document with unique file name to ensure that you
don't overwrite other versions.
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‘Combine Documents @
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TRACKING CHANGES

The Review menu’s Track Changes option documents a writer’s revisions by
preserving deleted text in a margin box and marking added text in red. Users who
want to track their changes should switch on this feature before revising an essay.
To do so, they can click the Track Changes button.

25



STUDENT GUIDE TO THE LAN

Word Quick Reference Guide

Command Ribbon Location Icon  Shortcut keys
New document Office menu—~>New ] wew  Ctl+N
Open document Office menu—>Open o Cul+O
Save document Office menu—>Save as or Save bed w«  Ctrl+S
Print document Office menu—~>Print—> Quick Print or Print G g Ctl + P
Print Preview Office menu—>Print—>Print Preview \
Set document margins Page Layout->Margins drop-down menu Ll

Margins
Cut selected text Home~> Cut icon gt Cul+X
Copy selected text Home—>Copy icon tacopy Cul+C
Paste selected text Home~>Paste icon Cul +V

0

Paste

Find and replace text Home->Editing options 33 Find
Insert Page Break Insert%Page Break icon =
=
Page
Break
Insert Table Insert=>Table icon
Table
Insert Comment Review>New Comment icon L]
New
Comment
Check thesaurus Review=>Thesaurus icon L_I
Thesaurus
Check spelling and Review>Spelling & Grammar icon r
grammar Spetmy &

GOy
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First Day in the LAN

Completing the Student Survey

On your first day in the computer classroom, your instructor may ask you to fill out
a survey. Before you begin the survey, listen carefully to your instructor. Wait for
your instructor to assign you your personal identification code, which you will need
to complete the survey. Write down your code somewhere secure—you will use
this ID throughout the quarter.

LOGGING ON AND GETTING STARTED

Log in to the class directory by typing the proper number for your course on the
User Name line of the menu. If the screen is blank, tap the space bar to deactivate
the screen saver and reveal the log on box.

You will be working in Microsoft Word today. To open Word, simply look for the
Word icon on the shortcut bar at the bottom of the desktop, and click on it:

‘4 start

OPENING FILES
1. To open the survey file, select Open from the File menu.

2. From the list of folders to which your instructor directs you, double-
click on the folder for your class.

3. Select the file your instructor directs you to (for example, Survey.doc),
then click on Open.

MAKING PERSONAL COPIES
1. Before you make any changes to the document, you must make a
personal copy; otherwise, you won’t be able to save the survey once you
complete it. To make a personal copy, select Save As from the File
menu.

2. In the File Name box, rename the file by inserting your personal
identification code after the "root" file name, Survey. For example, if
your code is B, your new file name would be SurveyB.doc. Remember,
B here is an example; use the identification your instructor assigned
you.

3. Once you have renamed your file, click Save. You now have a personal
copy on which to work.

ANSWERING THE SURVEY QUESTIONS

Begin responding to the questions on the survey. As you work, try to familiarize
yourself with the program. If you want to know what any of the buttons at the top
of the screen do, simply move the mouse over the button. Do not click; instead,
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hold the mouse pointer over the icon. A text box will appear, telling you what each
button does. You may also refer to the Word Quick Reference Guide on page 16 of

this handbook.

SAVING YOUR WORK

Remember to save your work regularly. To save, simply select Save from the File
menu, or click on the Save icon on the tool bar, below the menu.

PRINTING

If you would like to print your completed survey, select Print from the File menu,

ik

then click OK. You can also click on the Print “* icon.

SAVING TO MEMORY DEVICE
1. If you do not finish your survey, save a copy via memory stick or FTP
so you can complete it at home. To save, insert your flash drive into the
USB port and select Save As from the File menu.

2. Click on the Save in box. You will see a list of all the different places
your file can be saved. Select Removable Drive (D:, E: or F:).

3. If you use anything other than Microsoft Word at home, select the box labeled
Save as type. From the list of options that appear, select Rich Text
Format (*.rtf). This option will work for any program, but you may
lose some formatting,.

4, Click the Save button.

SaveAs 2

Use the drop-down menu - { iz
to select thepdrive to — Lk dr@aQx - ok
i 3 EE3
which you want to save Blessariy
If you use a program
other than Word at home,
select Rich Text Format
(*.rtf) in the Save as type
box
Fie 2 -
o d B == |l ¢— Clickheretosave your file
S 3 o [viord Docurnent = Cancel |

EXITING WORD
To exit word, select Exit from the File menu. This will return you the desktop.
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Using PowerPoint

Basic Features

You can use PowerPoint as a visual aid for oral presentations. In addition to
creating slides to project during presentations, the program generates notes pages
for speakers and handouts for audience members. You may also save your slides as
a web page that anyone with a web browser can view.

The PowerPoint workspace is subdivided into several sections. The slide appears as
a white rectangle in the largest segment of the PowerPoint screen. The slide
contains the information that will appear when you project your show. The column
on the left side of the screen provides an overview of the entire slide show; you can
reorganize the presentation by clicking and dragging slides within the column. You
can use the rectangular box at the bottom of the screen to type notes regarding the
slide’s content. The wide band, or “ribbon,” at the top of the window presents
toolbars related to specific tasks. The toolbar options change according to your
menu choice.
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GETTING IN

1. Click the PowerPoint icon @ on the toolbar, or select PowerPoint
from the program options on the Start menu.

2. A blank title slide will appear. Type text in the slide boxes as indicated.
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GETTING AROUND
™

Clicking the Office button ~ allows you to access the “New,” “Open,” “Save,”
“Save As,” “Publish” and “Print” commands, among other options. The Quick
Access Toolbar displays the “Save,” “Undo” and “Redo” icons; using the drop-
down menu, you may customize this toolbar to include other frequently used
commands.

Selecting the menu tabs opens the following toolbars:

Home: Includes cut, copy, and paste; slide creation and layout tools; text
and paragraph formatting options; drawing tools; and the find/replace
feature.

Insert: Contains tools for adding tables, graphics, links, text and media to
slides.

Design: Has page setup options, design themes, and tools to edit slides’
background, fonts, and color schemes.

Apnimations: Features options for animating slide elements and slide
transitions.

Slide Show: Includes tools for beginning a slide show, setting up custom
slide shows within the same slide presentation, creating self-contained
slide shows, rehearsing your presentation, setting the resolution of
projected slides, and applying “presenter view,” which projects full-
screen slides on one screen and speaker notes on another.

Review. Has tools for proofreading, commenting on, and restricting
access to a presentation.

View: Allows access to various presentation views (for example, normal,
slide sorter, and handouts master); also includes options for increasing
or decreasing slide size and creating and moving between multiple
windows.

o Contextual Menus. Are not displayed on the main screen, but open as
needed to provide additional options. For example, the “Drawing
Tools” and “Picture Tools” menus feature graphics formatting
alternatives.

ADDING SLIDES
PowerPoint will display a title slide when you open the program. To add slides to

your presentation, click the New Slide icon on the Home toolbar.
SELECTING SLIDE LAYOUT

Click the Layout drop-down menu from the Home tab and choose from the
preset layouts displayed.
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SELECTING SLIDE DESIGN, COLORS AND FONTS

PowerPoint offers a wealth of slide design options. Click the Design tab to access
built-in designs, colors and fonts. The toolbar will display pictures of all available
choices.

| Aa Aa \d ¢ re— a0 !
| el ety elty (| | Kl | _

To select slide design: Click the Design tab and choose a built-in theme
from the options displayed.

To change slide color: 1f you do not like the colors of your selected theme,
or if those colors do not project well on a large screen, then you may
choose alternate colors. Click the Colors drop-down menu from the
Design tab. Pictures of built-in color schemes will appear. You may
also choose Create New Theme Colors to set custom colors for all
slide elements.

To change slide fonts: Click the Fonts drop-down menu from the Design
tab. A list of built-in font schemes will appear. You may also choose
Create New Theme Fonts to set custom heading and body text fonts.

FORMATTING TEXT
The Font tools on the Home tab allow users to change font type, size,
capitalization, color and weight.

Font Font size Increase/ Clear
decrease  formatting
font size

!

Calibri (Headings = 44 = | A™ A" [/ 4%

Bold, italics, underline, — | B Z U zhe § AV~ Ay~ \A -
strikethrough and drop
shadow options Font T 1)

Increase space between letters Set capitalization Font color

List formats Increase/decrease
indentation

Increase space
between lines
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The Home tab’s Paragraph tools include text spacing, alighment, indenting, text
direction and list formatting options.
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Alignment options  Create columns Present text in timeline,
Venn diagram,
organization chart or
other graphical form

INSERTING PICTURES, TABLES, DIAGRAMS, CHARTS AND MEDIA

PowerPoint provides two ways to add pictures, tables, diagrams, charts, and media
clips to a slide: the Insert toolbar and icon shortcuts on the slide itself. To view the
icon shortcuts, you must first select a slide layout that includes pictures, tables,
diagrams, charts, or media.
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Slide icons
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To add a table: Click the drop-down arrow below the Table icon on
the Insert toolbar and highlight the number of rows and columns you
want in your table. You may also select the Table icon on the slide
itself, typing the number of rows and columns into the dialogue box
that appears and clicking OK.

To add a diagram: PowerPoint’s SmartArt tool provides built-in list,
timeline, hierarchy, cycle, and pyramid diagrams. To add a diagram,
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click the SmartArt “ icon on the Insert toolbar or on the slide itself.
A dialogue box will open to display diagram types. Select the diagram
icon for a preview and description of the relationship or process the
diagram illustrates. Choose the diagram you want, click OK, and add
text as prompted. To access a text entry box that allows you to add
fields to the diagram, click the arrow icons next to the diagram. You
may use the Smart Art contextual toolbars to change diagram colors
and layout.

To add a chart: Click the Chart # icon on the Insert toolbar or on the
slide itself. A dialogue box displaying chart options—for example batr,
pie, line, etc—will appear. Select a chart and click OK. A spreadsheet
with sample data will open. Change the information and close the
spreadsheet. Your selected chart, with the data you entered, will appear
on the slide. You may use the “Chart Tools” contextual toolbars to
edit chart data and modify design and layout.

To add dlip art or a prcture: Click the Picture =% or Clip Art £k icon on
the Insert toolbar or on the slide itself. When you click Picture, an
insert box will appear. Browse for the desired image and click Insert.
When you select Clip Art, a search window will appear in a column to
the right of the slide. Enter the category of clip art you want
(“animals,” “people,” “computers,” etc.) and choose an appropriate
graphic from the selections that appear. The “Picture Tools”
contextual toolbar allows you to crop, adjust the brightness and color,
add effects, or place a border around your images.

2 <«

To add a movie: Click the Movie “* icon on the Insert toolbar or on
the slide itself. An insert box will appear. Browse for the desired file
and click OK. A box will open asking if you would like the movie to
start automatically or when clicked. The first frame of your movie will
appear on the slide. You may use the “Movie Tools” contextual
toolbar to specify how you want to display and play the film clip.
Please note that PowerPoint will only play film files in .avi, .mpg or
Windows media formats.

1o add a sound cip: Click drop-down menu below the Sound ! icon
on the Insert toolbar. You may choose to add a sound file, to record a
sound, or to play a track from a CD. If you choose the “Sound from
File” option, browse for the desired file in the insert box that appears
and click OK. To record a sound, select “Record Sound,” click the
record button on the box that appears, record your sound, and click
OK. To play music from a CD during your presentation, select “Play
CD Audio Track,” specify the tracks you wish to begin and end upon,
and click OK. When you add sound files or CD tracks, a box will open
asking if you would like the sound to start automatically or when
clicked. After you add a sound, a sound or CD icon will appear on the
slide.  You may use the “Sound Tools” or “CD Audio Tools”
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contextual toolbar to preview your sound, select a volume, or specify
whether you want to loop the sound.

INSERTING HYPERLINKS

PowerPoint allows users to insert links to documents on an individual computer or
network, to sites on the web, or to email addresses. Please note that email links
work only if the computer’s mail program is configured with an individual user’s
account information.

To insert a hyperlink to a document on the computer or network: Highlight the
text you want to link, open the Insert toolbar and click the Hyperlink
“ icon. In the hyperlink box that appears, select Existing File or
Web Page and use the drop-down menu next to the Look in box to

browse for the desired file. The file name will appear in the Address
box. Click OK.

Lo insert a hyperlink to a web site: Highlight the text to be linked, open the
Insert toolbar and click the Hyperlink * icon. In the hyperlink box,
choose Existing File or Web Page. If you know the page URL, type
it in the Address box and select OK. You must type the entire URL—
including the “http://”—in order for the link to work. If you do not
know the URL, use the drop-down menu next to the Address line to
view recently browsed pages. You may also click the Browse the Web

icon to launch a web browser, and search for a page. After copying
and pasting the URL from the browser into PowerPoint’s Address line,
click OK.

To insert a hyperlink to an email address: Highlight the text to be linked,
open the Insert toolbar and click the Hyperlink * icon. In the
hypetlink box, choose E-mail Address; type the recipient’s address
and the message subject in the To and Subject boxes. You may also

select a recipient from the list of recently used email addresses displayed
in the hyperlink box. Click OK.

ADDING SPEAKER NOTES
To add speaker notes to the slide, type in the Notes box below the slide. These
notes will not appear when the slide show is projected. You may print your notes

by clicking the Office - button, selecting Print and choosing Notes Pages from
the Print what drop-down menu.

ADDING COMMENTS

PowerPoint’s comment function is useful for groups collaborating on a
presentation; each student may comment on another’s section. To add a comment,
highlight the slide element you wish to comment upon, open the Review toolbar

and click the New Comment — icon. Type your remarks in the yellow box that
appears.
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EDITING A SLIDE PRESENTATION
PowerPoint’s slide sorter view offers a simple way to edit individual slides and
entire presentations. To access the slide sorter, select the View tab and click the

Slide Sorter = icon on the toolbar. The icon is also located on the bottom right
side of the screen, below the Notes box.
1o add a shde: Click in a space before, after, or between existing slides.
Open the Home toolbar and click the New Slide icon.
To delete a slide: Click on the slide, open the Home toolbar and click the
Delete Slide * icon.

To edit an indiwidual slide: Double-click on the slide to edit; this will return
the screen to the Normal view.

Lo change the shide order: Click and drag slides to reorder them.

VIEWING A SLIDE PRESENTATION
PowerPoint’s Slide Show toolbar offers several options for projecting your
slide presentation:

o 1o view the presentation from the beginning. Select the Slide Show tab and

click the From Beginning * icon. The first slide will appear in full-
screen view. Press the Enter key or click the mouse to advance
through the presentation.

o To view the presentation from the current shide: Select the Slide Show tab and

click the From Current Slide * icon. Alternatively, you may select
the Slide Show icon F on the bottom right side of the screen. The
current slide will appear in full-screen view. Press the Enter key or
click the mouse to advance through the presentation.

o Ty hide a slide from view: Select the slide, open the Slide Show toolbar and
click the Hide Slide = icon. The hidden slide will be highlighted in
the slide show overview column. When you deliver your presentation,
the hidden slide will not be projected. To project the slide, select it and
deselect the Hide Slide icon.

o To create a custom shde show: PowerPoint allows you to create multiple
versions of the same presentation. For example, you may want to
prepare fifteen-minute and thirty-minute talks from the same set of
slides. To do so:

1. Open the Slide Show toolbar and click the Custom Slide

Show “* icon. Select Custom Shows from the drop-down
menu.
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2. In the custom shows dialogue box that appears, click the New
button. A Define Custom Show box will open. Type a name
for your slide show, select the slides you want to include, and
click Add. When you have finished adding slides, click OK.

[D:il:.:- LAISTOM Sy .J(B

| Side show pame: | Ten Mrute CIC Srecentasont

| Sies n presentason; Shdes i oustoms show:
1. C8C: The Sasics
2 Teaching in C3C
3 C3C Students

Cancel |

3. You will return to the Custom Shows box, which will now
display the title of your custom show. From here, you may
select New to create another custom presentation, choose
Show to preview your presentation, or click Close to return to
the main PowerPoint screen.

SAVING A SLIDE PRESENTATION
PowerPoint allows you to save presentations in several formats, including PDF and

web page. To view all saving options, click the Office C button and choose Save
As. You will see the following options:
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o PowerPoint Presentation: Saves the presentation in PowerPoint 2007 “.docx”

format.

®  DPowerPoint Show: Saves the presentation in a format that automatically opens
as a slide show in PowerPoint 2007.
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o PowerPoint 1997-2003: Saves the presentation in a format compatible with
eatlier versions of PowerPoint.

e PDF or XPS: Saves the presentation in shareable Adobe Portable
Document or XML Paper Specification format. In order to save in these
formats, you must download an add-in from
http:/ /www.microsoft.com/downloads.

o  Other Formats: Allows you to choose among multiple file formats. To save
the presentation as a web page, select Web Page (*.htm; *.html) from the
Save as type options. You can then click the Publish button to customize
the appearance of your page.

PRINTING NOTES AND HANDOUTS

PowerPoint’s Print function includes options for printing slides, handouts, notes
pages, or an outline of your presentation. To access all printing choices, click the

Office  button and select Print from the Print menu. Use the drop-down
Print what menu to specify what you’d like to print. You may also create handouts
with the Publish feature available on the Office menu. When you choose Create
Handouts in Microsoft Office Word, a box with handout formatting options will
appear. Once you make your selection and click OK, the handouts will open in
Microsoft Word.

1
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Advanced Features

ANIMATION

PowerPoint allows users to animate slide text. You can use animation to coordinate
slide text with spoken remarks. To animate a slide, open the Animations toolbar.
Highlight the element you want to animate and choose the “Fade,” “Wipe,” or “Fly
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in” effect from the Animate drop-down menu. Once you select an effect, you will
see a preview of your animated slide. To see a preview at any time, click the

Preview " icon.

SHESET A .

When you animate slides with the Animation Schemes function, the selected
effects will appear as you click the mouse or press the Enter key during a slide
show. However, you may want animation effects to occur automatically or in a
particular order. To access more precise slide animation options, highlight the slide
feature you want to animate (title, text, image, etc.), open the Animations toolbar,
and click the Custom Animation * icon. Custom animation options will appear
in a new column. The custom animation options let you apply a wide range of
animation effects to selected text; to set the order in which animated slide elements
appear; to specify whether animated elements will appear with a mouse click or will
automatically follow each other; and to choose the speed of certain animation
effects.

ADDING ANIMATED TRANSITIONS BETWEEN SLIDES

Just as users can animate the features on a slide, they can also animate the transition
between slides. To add animated transitions, open the Animations toolbar and
select from the options in the Transition to This Slide area. When you place your
mouse over each transition icon, you will see a preview of the transition. The
Transition to This Slide options also allow you to set the transition speed, to add
sound effects to the transition, and to specify whether the transition will occur
automatically or on a mouse click. If you would like to apply the same transition to

the entire show, click the Apply to All =+ icon.

REHEARSING A PRESENTATION

PowerPoint includes tools that help you keep presentations within a particular time
limit. To access these tools, open the Slide Show toolbar and click the Rehearse
Timings # icon. The view will switch to a full-screen slide presentation mode.
A Rehearsal timer at the top of the slide counts the minutes you take to talk
through an individual slide. Practice your remarks, pausing the timer or resetting it
to zero to repeat the slide discussion if necessary. Once you have advanced
through all slides, PowerPoint will indicate the total time for the presentation and
ask if you want to keep the timings when you next view the show. If you click Yes,
PowerPoint will display the presentation in slide sorter view, listing the timing for
each slide underneath its icon.
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Using Collect It

Collect It is an online drop-box_that allows for a private exchange between student
and instructor. Students can submit assighments and comments to their instructor,
and receive feedback in the form of comments and/or attached documents.

Accessing a Collect It Dropbox

As a

student, you first access the Collect It dropbox in one of two ways. Your

instructor should inform you which option she or he has selected.

1.

Via a URL: Copy and paste the link your instructor has given you into
a web browser (for example, https://catalysttools.washington.edu/
collectit/dropbox/summary/shapis/462) and log in with your UW
NetID and password.

2. Via your Catalyst account:

e Go to Catalyst’s web site: http://catalyst.washington.edu.

Web Tools Logink

e Access your Catalyst account by clicking on and

logging in with your UW NetID and password.

e Sclect Collect It from the Catalyst Web Tools menu and find the
dropbox for your class.

Shawna Shapiro (shapis)

Catalyst Web Tools Ti
— Collect It
£ -subensit Tood 1

EPost

Once you have entered the dropbox, you can see which assignments are open and
if any are past due.

Vi sciment Gayh) g it

J t Sep &, 2007 o vl Pl S

S thatamas: Cbcal Ruiponss [evised Aug 31, 2007 12:15 AM Open Fast due
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Submitting Assignments
1. From the main dropbox page, click on the title of the assignment you wish
to submit, making sure that it is listed as Open. (If an assignment is closed,
you will need to contact your instructor.) A submission page will appear.

2. Click the Browse button to locate your document. (NOTE: See “Naming,
Organizing and Making Personal Copies of Files in CIC” for more
information on where and how to save your work. As a general rule of
thumb, it is wise to give your files a simple name. Be sure to review your
assignhment handout or other instructions to see if the instructor has
requested a particular file name or format.)

SUDMT yOour responss To MRIgRment # | harw Thas assigiment i apen
e Sebei My 34, 2007 1220 ™

Submitted Fie

Questions wbowt 1his dropbaox

Sond queshions shout this dropbos o 2
No fles have bewn subrstted ~.IVM:.,“ " 7

St o (e for this assigmnment

[ Browss ) h

3. Once you have submitted your work, it should appear under Submitted
Files, and you should see a green checkmark icon ¥ next to your name
for that particular assignment. If the work is late, but the dropbox is still
open, a redicon LATE  will appear instead.

Submitted Files [ Download submission |

H Assignmentl.doc 4— Delete

linlasded Tadsy, 1027 AM
Uploaded Today, 10:22 AM

Submit a file for this assignment

| |[ Browse... ]

4. Click Leave a Comment below the assignment itself to add a comment
about your work. Only your instructor can see this comment.

Comments

No comments have been posted for this assignment. Leave a comment < —
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Retrieving Feedback from your Instructor

Feedback is posted in the form of comments and attachments below your original
submission. If your instructor has attached a draft with typed feedback, you can
either view the attachment on the web or save a copy to review later.

You can also click Add to this conversation to leave a response to the feedback or
submit another draft if requested. It is important to inform your instructor if you
have opted to use this method of communication, as she or he may not be aware of
additional postings to this assighment.

Comments

Shawna Shapiro Edit Quote

I am impressed with several aspects of this essay: You have a
clear claim, strong explanations of Bartholomae's ideas, and
excellent examples to support both your explanations and your
critiques of the author's writing style. You are particularly adept
at noticing contradictions between what B says and what he
does. Excellent critical eye! If you choose to revise this, you
might focus on academic tone and word choice-making sure your
own style is academic and that you eliminate any unnecessary
words. I also felt that the last part of your conclusion could be a
bit stronger- maybe end with something a bit more sclid. Owverall,
though, very strong work!

Please see additional comments on the attached draft.

M Assignmentl_Shapiro_Commented.doc 24.1 Kbytes

Add to this conversation: h

Please note that nobody besides your instructor and yourself can view the feedback.
It is a private exchange, in contrast to discussion boards, websites, and other public
forums.

For more information on Collect It, as well as to practice submitting files to a
sample dropbox, visit http://catalyst.-washington.edu/web_tools/collectit.html.
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Web Publishing and Website Creation

The Basics: Account Set-Up and Design

CIC students and instructors can use several programs to create websites: Mozilla
Composer, HTML-Kit, and Catalyst’s SimpleSite. However, constructing your
sites, it is best to take some time planning your design and to setting up your UW
account for Web publishing.

ACTIVATING STUDENT WEB PUBLISHING ON YOUR DANTE ACCOUNT
1. Open any internet browser and go to www.washington.edu/computing

2. Select Manage Your UW Net ID Resources.
3. Log in with your UW Net ID.
4. From the left-hand menu, select Turn services on or off.

5. In the “Services that are off” list, click the box for Web Publishing or
Student Web Publishing, which allows one to have a personal
webpage on the student server (http:students.washington.edu).

6. Click the Continue button.
7. Accept the terms of Web account use.

8. Write down the URL for your home page once the screen displays this
information.

Activating Student Web publishing creates your Web directory. When you access
your Dante account via FIP, you will see a folder called student_html or
public_html. When you put a file into that folder, it is immediately accessible on
the Web to you and to others.

ACCESSING YOUR WEB PUBLISHING FOLDERS ON DANTE
1. Click the SSH Tectia Client icon on the taskbar. (You may also access
this program from the Start menu by selecting UWICK Applications
and SSH Secure File Transfer). A divided window will appear. See
the above section, “Transferring Files via FIP,” if you need to
download this program to a home computer.

2. A series of logon boxes will appear. In the Host box, type
“dante.u.washington.edu.” Type your UW Net ID in the User box.
Enter your password when prompted and click OK.

3. You should see a folder or list of folders in your Dante space in the
right-hand window. In the left-hand window, you should see a detailed
list of folders and files on your local machine.
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4. Double-click on the student_html or public_html folder in the left-
hand window. This folder is the web-enabled portion of your Dante
account: files you place in this folder will be accessible on the web.

CREATE SUBFOLDERS FOR INDIVIDUAL WEB PROJECTS
Creating and naming folders within your Web publishing folders (student html
and/or public_html) will allow you keep your webpages separate.

1. Click on the new folder icon & or choose Operation and New
Folder from the top menu. A folder icon will appear in the right-hand
window. (If you cannot select the new folder option, then you probably
have not double-clicked the public_html or student_html folder icon in
the left-hand window.)

2. Type (in lower-case letters with no spaces between characters) the name
of your folder next to the folder icon (e.g. “engl121” or “finalproject”).

3. The folders you create will translate directly to how one finds a file
published to the web. For instance, if your home page is called
“index.html” and you’ve created a folder called “engl121” within your
public_html folder, then your URL will be:
http://students.washington.edu/YourUWNetID/engl121 /index.html

You’re done! You can now create and upload web pages created for individual
classes to the appropriate folder.

WEBSITE DESIGN
Deciding upon design is something best done before you begin a Web project. Ask
yourself the following questions and sketch out a site layout based on your answers.

1. Do I want a title banner to appear on each page? A particular image?

2. How many pages will the site have? What filename do I want to use for
each pager

3. Where do I want site navigation elements to appear (top, bottom, left,
or right side of each page)?

4. Where do I want to place my contact information? Information about
when the page was last updated?

5. What colors would I like to use for the page? What font(s)?

Once you have developed a draft design, you can use one of the programs available
in CIC to create a template page for the site. You should save this page as
“template.html.” After testing and finalizing the design with the template page, you
can build a site by altering the content of the template page and saving with a new
filename, for example “index.html,” “links.html,” and so on (for more information,
see “URL and HTML File Basics” below.
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A sample site design might look something like this:

Site Title Banner

MNama=ind=: hredE—7» .
Home | Page-Title| Imaget
MNams=bloghtml?T g —r
Blog Page TeN T mmmmmmmmmm e | =
Mama=nics. N O 'l
D Piey | o !
Mama=workhtmlT 4 S
work | — 1
Nams=links html€ .\ T 1
Links, | —————

Last-Updateds!
Email-Contact Information?
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URL and HTML File Basics

FILENAMES AND EXTENSIONS

When naming web files, use lowercase letters and do not include spaces in the file
name (example: analysis.html, index.html, links.html). Browsers often fill spaces
with other characters.

The extension is the end of the filename, which tells what kind of file: webpage,
image, text, etc. Web pages can be saved with two extensions, either .html or .htm.
It is easiest to choose one or the other for consistency, and the former is more
common.

AN EAsY METHOD: ALL FILES INTO A SINGLE FOLDER

When starting out with a simple webpage, it is recommended that you must save all
images and any additional pages that you create in the same folder on your local
computer when working on them and on the server when publishing. When using
Mozilla or Html-kit, for example, you might save your html files and any images
you use in a folder (e.g., “l11lwebproject”) in “My Documents,” or on your
computer’s desktop. Then, when publishing your completed webpage to the
WWW, you can easily copy to contents of this folder into your public_html or
student_html file using SSH FIP (see “Managing Web Publishing Folders with
SSH Tectia FTP” above).

“HOME”=INDEX.HTML

Your home page should always be saved as “index.html.” This is because browsers
automatically look for the .html file titled “index” as their starting point in any
location. For instance, we might type the following URL into our browser:
“http://depts.washington.edu/engl,” which takes us to the UW English
department home page. But notice we didn’t have to type file extension! That’s
because the browser automatically looks for
“http://depts.washington.edu/engl/index.html”.  Similatly, telling the browser to
look for the course homepage at “http://students.washington.edu/YourNetID” is
the same as telling it to look for
“http://students.washington.edu/YourNetID/index.html”.

SAVING IMAGES IN THE CORRECT FOLDER
If you've seen the following “broken image” icon where an image should be, it
most likely means that the browser cannot find the image the web author had

intended:
*n
B2

Internet browsers will automatically look in the same file for images and linked
pages unless otherwise directed. For instance, if you wish your webpage to have a
single image of Emily Dickinson (“emily.jpg”), you should download this image
into your local webpage folder, where you save both the webpage you’re working
on and the image.
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When .html files and their images are saved in the same place, the code will should
read <img src="“emily.jpg”>. If, on the other hand, you have multiple images you
wish to have all together, you should begin by placing them all in a single folder
(e.g., “images”) within your webpage folder (“111webproject”). Your web
authoring program should recognize that they are from a folder within a folder, and
code the path correctly:

—cC

<img stc="images/emily.jpg”>

Creating Web Pages with CommonView

What it Does

CommonView allows you to create and publish a Web site—or “Workspace” in
CommonView’s language—by typing information into a template and uploading
files. CommonView translates your text into HTML coding and publishes your
pages to the Web with the click of a button. Since you create and save your web
pages online, you do not need to worry about transferring your files via FTP.
However, the pages you create will not be visible to the general public, as
CommonView requires users to limit access to a specified group with UW Net IDs.
For online tutorials and an extensive guide to building pages with CommonView,
see http://catalyst.washington.edu/help/commonview.

Accessing CommonView
1. Go to the Catalyst Web site: http://catalyst.washington.edu.

2. Select “Web Tools Login” from the top of the welcome page and enter
your UW Net ID and password when prompted. If you have never
used a Catalyst tool before, you will be prompted to enter your name
and other information.

(o Cdtiﬂysl hout T Wl Tuols Login® _ ”gs,sl\'

W!s:lﬁ

3. The option to create a CommonView workspace and a listing of
workspaces you've already created appear in the right-hand column of
your Catalyst account page. Choose the “Create a new workspace”
option, title your workspace as prompted, and click the “Create”
button. Your new workspace will appear in the “Workspace” box.
Click on the workspace title to access your home page template.
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Adding Content to CommonView Workspaces

The home page template describes the type of content you can add to your
site—rich text, files (including image and video), and links to Catalyst tools and
other sites. In addition to the home page template, CommonView provides
templates for two other pages, “Catalyst Tools” and “Files.” You may rename
or delete these pages. Note that CommonView refers to web site pages as
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“Views.”
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Home i

Add content | «
Catalyst Tools 1!

i ¥ About this workspace

You are on "Home," the cument view. This halp text is an axampla of the
kind of contant you can create. INtaract with it as you wish. Hds ths help
taxt from participants using the hida icon displayed when hovenng your
MOUGR OV CONteNt

+ Add 8 new view

Add content ASS Cimistil Shuprdees svwrm
Usze the drop-down menu above to add Add contant ot
- | acdnch et I
* Add rich text: Add text, mine Add fie
mages, links, and more,
« Add file: Upload a file for others to Add Catalyst tool
view (mages will be shown as

thumbnais )

« Add Catalyst tool: Acd Catalyst
ook that you have alraady
created

Place content on multiple “vi o O -

Views are like pages of a Web ste,

Mowever, with views you can add

content once and chooss to have it
e

appaar on multiple views.

1. Fnd the *Salect waws” icon by
hovenng your mouse over content.

Announcements
Add Announcamant

Send guestons mbout tris
C

a7



STUDENT GUIDE TO THE LAN

To delete the explanatory text, place your cursor over it and select the “delete”
option * from the toolbar that appears. You may also hide the text for future
reference by choosing the “hide” option = ; you will see the hidden text when
you edit site pages, but it won’t appear on the published site. Note that the

preloaded “Catalyst Tools” and “Files” pages also contain explanatory text you
may choose to delete or hide.

To add content to page templates, click the “Add Content” button and select
from the menu options.

Add content | vl

Add rich text
Add file

Add Catalyst tool
Add link

ADDING RICH TEXT

When you select the “Add rich text” option, a page with a text box will appear.
You may type content directly into the box, or you may copy and paste text
from an existing document. The text box includes options for basic text
formatting (bold, italics, bulleted and numbered lists, alighment) and for
inserting images, hyperlinks, or videos. When you have finished adding
content, click the “Save” button to return to the page template.

Add Text, Image, or Link

s BB S 72000 T S R~ i I E=®aA®
Ci@ED= o

Views on which this contest will appear
& Home

Select diffarent views

Save Cancel

o Adding images to rich text: Click on the insert image icon above
the text box and locate your image file by clicking the “Browse”
button in the “Upload Images” box. Type a short description of the
image in the “Alt text” box. You may also set the alighment of
your text in relation to the image with the “Alignment” drop-down
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menu. Click the “OK” button. To view more options for

formatting your image, right-click on the image and select “Image
properties.”

Upicad Images
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o Adding hyperlinks to rich text: Highlight the text you want to link and
click the insert hyperlink # icon above the text box. Type the

complete URL, including “http://,” into the box that appears.
Click the “OK” button.

o Adding video to rich text: Although the insert video icon & specifies
YouTube, you may insert video from any site that generates an
embed code for you to copy and paste (Viddler, Google Videos,
etc.). To embed video, click on the insert video icon, paste the
video host site’s embed code into the “Embed” box, and click the
“OK” button.

InservEdit YouTube Video
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ADDING FILES TO SITE PAGES

Select the “Add file” option from the “Add content” menu, “Browse” for your
file in the box that appears, and type a description of file contents into the
“Description” box. Click the “Save” button. Note that in CommonView, all
uploaded files appear on the page you’re working on and on the preset “Files”

page.

Add File

o

Dwainptoin

Views on which thes Fle will appear
* Home
o Vs

selmct chifere

Suave Cancel

ADDING CATALYST TOOLS TO SITE PAGES

Select the “Add Catalyst tools” option from the “Add content” menu. Select
the tool you wish to add from the list in the top box (note that you may have to
click the plus sign under the tool category to see your desired tool). Type a
description of the tool into the “Description” box. Click the “Save” button.
Note that in CommonView, all added Catalyst tools appear on the page you’re
working on and on the preset “Catalyst Tools” page.

Add Catalyst Tool

Select u Catalyst tool tn edd

To add & toal, chok the Hile

Views on which this tool will sppear
* Home
o Catalyst Tools

Selact dfferent views

Save Cancs

ADDING LINKS TO SITE PAGES
Select the “Add link” option from the “Add content” menu. Type the
complete URL, including “http://,” into the box that appears. Type the text
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viewer’s will click to follow the link in the “Link Text” box. Type a description
of the linked site’s content into the “Description” box. Click the “Save”
button.

Add Link

Livk Address

Link sddrass” fieid, and the text
users Wi read and dick in the
taxt” hald

Link Text

To meate » linic withia 3 section of
cortent. vae the Add rich best cption

Oescrpton

Views on which this link will appesr
¢ Home

L Aiferant vaw

Save Cancel

Editing, Hiding, Deleting and Reorganizing Page Content

EDITING AND HIDING PAGE CONTENT

To edit page content, place your cursor over the text you wish to change and click
on the edit icon # that appears. You may also hide particular content until a later
date by placing your cursor over the text you wish to hid and clicking on the hide

icon ¥ that appears.

DELETING PAGE CONTENT
To delete page content, place your cursor over the text you wish to delete and click

b

on the delete icon that appears.

REORGANIZING PAGE CONTENT
CommonView treats each rich text entry, Catalyst tool or link insertion, and file
upload as a distinct page section. To move a section, place your cursor over its

contents, click and hold on the move icon @that appears, and drag the section to
the desired position.

Adding and Deleting CommonView Pages

ADDING A PAGE

To add a page, or “view,” to your site, click the “Add a new view”
icon, enter a title for your page, and click the “Add” button. The title will appear in
the left-hand column.

DELETING A PAGE
To delete a page, click on the page name in the left-hand column. When the page

appears, select the “Delete” icon % to the right of the page name. Select “Yes” in
the warning box that appears. The page title will disappear from the left-hand

column.
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Customizing CommonView Site Colors

CommonView allows you to change the color of your site’s navigation column, the
horizontal line that appears beneath page titles, and the box around the
“Announcements” box that appears on each page. Note that you can only choose
one custom color to apply to all these elements. Click the “Customize” icon next
to the site title, select a present color or create a custom color from the box that
appears, and click the “Save” button.

Setting Site Access

CommonView limits site access to groups of people you specify. Typically, the
group will include your instructor and other members of your class. To set site
access:

1. Click the “Access and Roles” icon ® #““%% #F% ¢ the top of the screen.
On the page that appears, click the “Edit” button in the “Participant

access’” column.

Access & Roles l

Partiopent access Edn Noles Workspace svatabérty Span nze

NS PAicioants Aase access 222 admimiatretons by selecting @ role from tee e

gace a QLOSED

e add perticipents. cick Bt sbove dop-down meny {or esth JAMOREANE v 1:08 BM

2. Choose “Create a new group” from the options in the participant access
box.

3. On the create group page, title and describe your group in the boxes
provided. If you are a TA, you may select a group from the “Courses you
are teaching” box. If you are a student, enter the UW Net IDs of the
people in your group in the “Other group members” box. Click the “Save”
button.
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Create a group

Cormay Awsrre.

Courses you are teaching

Sesemerear JUUS

ENGL 200 C 0 studerts
Sorieg 100V

ENGL 395 A ‘
Wetee 000

ENGL 592 0

GEN 5T #83 A L

Other groap mombers

Svtar the UM Sefile of pocphe you satt 1 29 &3 S Qg sasntaind I3 LOWInAL o e Der bee
Accuse et ermmrmermects ter book UENG 148 GTILE W autDmeN et be roderes

Cormap resrhens

Save Carcml

4. You will return to the participant access page, where your group will be
listed. Click the “Save” button.

5. When you return to the access and roles page, your group member’s names
will be listed below the access and roles box.

Making the Site Available to Viewers

Before members of your specified group can see your site, you must “open” it. To
do so, click the “Access and Roles” icon ® =% %95 a¢ the top of the screen. On
the page that appears, click the “Open now” button in the “Workspace availability”
column.

Access & Roles l

Partiopent access Edn Noles Workspace svathabérty Cpan nae
NS participants Aase access 222 sdmiststretors by selecting o rofe from e Wokagace 4 QUOSED. tet ope~ dale
T sdd pertipents. cick L3¢ above dop-dowt menu for esh Jariopant. Clzsed Todey, 1:08 PM
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Alternatives to SimpleSite: Mozilla Composer and Html-Kit

There are a number of webpage composers, commonly called “Wysiwygs” for
“what you see is what you get,” both software and web-based, that allow you to use
relatively familiar Windows operations (cutting and pasting, and using tools) to
create webpages without ever needing to use html language. You control what the
webpage looks like, and the program takes care of the html language. Mozilla
composet, discussed below is an effective, easy to use wysiwyg.

In Html-Kit, by contrast, you create the webpage by typing or inserting the html
code, or imputing “tags,” but you can also easily preview it as you go. In addition,
Html-Kit has several tag-entering tools which make the coding process easier than
imputing them manually.

Creating Web Pages with Mozilla Composer

Basic Features
Morzilla’s Composer is a graphical editor that allows you to create web sites without
using HTML code. Below is a representation of the Composer workspace.

!l,'duma - Composer ) L:@ﬁ‘
Toolbars Km B ew [t Fgmat Tije [k ypedow twb i

Lo 8 B & # & | 8 @ 3 '

| New Open Save  Pubish Pt Lk Irage  Table Sped

llloatyiot w/®- 2 & A B J U == & EZ 3 B 9

Workspace —p

2 rirned | DD HTML Tags | 44Tl Souwros | 3K Previnw
W & 2 G @osys o= |

GETTING IN

£
Click on the Mozilla icon on the toolbar or desktop to open Composet,
Choose File > New > Composer Page from the top pull-down menu. A new
window will appear containing the Composer workspace.

GETTING AROUND

Like Word, Composer uses a menu, a tool bar, and shortcut keys to help users
maneuver in a workspace. The menu and tool bar appear above the workspace;
notes on shortcut keys appear under the menu options.
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[ untitled - Composer B@
' File Edit Wew Insert Format Table Tools Window Help

o 8 7 . # T 1
New Open Save  Publish Print Link Image Table Spell

Ulbotyrex w/M- » # A B 7 U = 4= <t &= E E = E @

Composer Toolbars

CREATING A WEB SITE FOLDER

As you design a web site, it is important that you save all the materials for the site in
the same folder. ** If you haven’t done so yet, please read “Managing Web
Publishing Folders with SSH Tectia FTP” and “URL and HTML File Basics”
above** To begin, you will need to create a web site folder inside your student
folder on the L: Drive.

1.

In Windows Explorer open your student folder.

Go to the File menu, click on New, and select Folder.

€€ 2

Name your folder “websitex” (the “x” represents your student letter),
using lowercase characters.

CREATING AN INDEX PAGE

1.
2.

4.

Open Mozilla.

Choose File > New > Composer Page from the top pull-
down menu.

Give your page a title and identify yourself as the author.

o Choose Format and Page Title and Properties
from the top menu.

o When the page properties box appears, type a title
for your page, type your name in the author space,
and provide a short description of the page if you
would like.

o Click OK. You should now see the page title in the
top title bar (it will appear this way on webpage
browsers as well).

Save the file.

o Choose File and Save as from the top menu.

o Name the file index.html

o Save it into your Web project folder (websitex).

o When the page returns to view, you should see
index.html designated as the filename in the top title
bar.

ADD AND ALTER TEXT’S FONT TYPE, COLOR, STYLE, AND ALIGNMENT

1.

2.

Type some basic info about you and the page in the upper left corner.

Highlight this block of text by right mouse-clicking and scrolling over
text.
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3.

Body Text wﬂa H\ I = = T

Choose Format from the top menu to set the font type, size, color,
style, and alighment—or use the formatting toolbar.

Underline Create Lists Change Indent Alignment

SN

)

Decrease Size Increase Size Bold Italics

ADD AN IMAGE TO YOUR PAGE

FIND AN IMAGE WITHA GOOGLE SEARCH
Open Internet Explorer or Netscape Navigator.

Go to “www.google.com.”
Click on the Image tab.
Perform your search.

CoprPy THE IMAGE TO YOUR WEBSITE FOLDER
Right-click on the image you wish to copy.

Select Save Image As from the menu that pops open. Save the file to
the “websitex” folder in your student folder.

Select a name for the image that will serve as a memory aid. Do not
change the file extension.

PLACE THE IMAGE ON YOUR PAGE
Move the cursor to where you want your image on the page.
. . . m .
Click on the image icon ™2 on the icon toolbar or choose Insert
and Image from the top menu. An image properties box will appear.

Click Choose File and select the image you have saved to your Web
project folder.

If desired, you may add a description. In the alternative text line, type
in a short description of the picture, and click OK. This description has
two purposes: it will appear when the cursor is placed over the image or
if for some reason the image does not appear on someone’s browser.

CHANGE THE COLOR OF YOUR PAGE

1.

Choose Format on the top menu.

2. Select Page Colors and Background.
3. Select Use Custom Colors.
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4. Click on the box next to each page feature to change its

color.
5. Click OK.
ADD A LINK
1 Highlight the text you wish to link.

&
2 Click on the link icon "™ on the icon toolbar ot choose
Insert and Link from the top menu.
3 In the Link Location box, you have one of three options:

e For an external link, type in the URL of the page to
which you want to link (for example,
http:/ /www.washington.edu). Choose Advanced
Edit. In the drop-down menu next to Attribute,
choose “target.” Select “_blank” in the Value
box. Click OK. This coding will allow all links
external to your page to open in a new browser
window.

e For an email link, type the following, with your
email address in place of the sample: mailto:
YourUWNetID@u.washington.edu.

e TFor an internal link, type in the filename (for
example, links.html).
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Composer Quick Reference Guide

Command Toolbar Menu Shortcut keys

New i3 Select New Composer Page from Ctrl + Shift + N
New the File menu
Open S| Select Open File from the File Ctrl+ O
Open menu
Save [ Select Save from the File menu Ctl +S
Save
Preview Web Page Select Preview from the View menu,
or from the tab at the bottom of the
Composer window.
Print Select Print from the File menu Ctrl + P
Print
Check Spelling EI Select Check Spelling from the Ctl+ K
Edit menu
Spell
Insert Image @ Select Image from the Insert menu
Image
Insert Hotizontal Line Select Hotizontal Line from the
Insert menu
Insert Table 113 Select Table from the Insert menu
Table
Insert Link ﬁ Select Link from the Insert menu Ctl + L
Link
Insert Anchor Select Named Anchor from the

Insert menu
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Creating Web Pages with Htmi-Kit
How HTML-Kit Works

Type Your Own “Tags” (units of .html language): Html-Kit allows you to type
your web document using html language outlined in such books as Elizebeth
Castro’s HTML. for the World Wide Web and Musciano and Kennedy’s HTML. and
XHTMIL.: The Definitive Guide. The way it color-codes the html language and allows
easy previews, Html-Kit is a convenient program for writing in html language.

Insert Tags With Toolbar Commands: Html-Kit has several toolbars, containing
the most common html “tags”. Using tools such as the “Tagswizard” allows you to
input tags and specify their styles, which we’ll practice doing below in “Basic
Operations.”

o HTHL-Kit

- 1 , = 4| v .
Html-Kit’s Three Rows of Commands : Elle Edlt ﬁ_hew IOOlS

1) Toolbars: icons for opening and saving 2 W Sy B |
files, etc. PR Al i &

2) Actions bar Tabs: each tab brings up i —
different options in the Actions bar below. :‘>—J Tools | Batch Actions
3) Actions bar: buttons and pull-down menus T ———

for adding html tags. :> » v </> v Yy

Basic Features
GETTING STARTED
1. Select Html Kit from Programs on your Windows Start menu, or

from the icon on the desktop toolbar:
ticli) RO STIWB I =Y |

2. When you open Html-kit, select the option “Create a new file” (or, if
the program is already open, go to the File menu and select New, or
New Document). Html-kit provides a basic template for a webpage
document: <head> <title> and <body> tags, with the doctype already
in place.

SAVE YOUR HTML DOCUMENT
1. Go to the File menu and select Save As.
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2.

5.

Specify a filename. Your filename can be any name you choose. Simple,
one-word names in lower-case work best (“282project”). For your
main page, use “index”; this will allow browsers to always begin with
the  initial  page. For  instance, typing  the URL,
“http://students.washington.edu/your  net id/english282”  your
browser will automatically look for the file titled “index.html” the first
page you want your viewers to see.

Use the “Save In” pull-down menu to navigate to your classroom
network drive (L:) or the hard drive (C:) of the machine you are using.
If you do not already have a folder in which to save all your webpage

files, create a new folder by clicking on the New Folder icon = You
will eventually use SSH file transfer to upload your webpage from that
location to the server to publish it online.

Under “Save as type” be sure HTML Files (*.html, *.htm) is
selected.

Click SAVE.

CHANGE THE WEBPAGE’S TITLE MANUALLY

1.

The cursor begins on line 8, between the <body> tags, where all the
content of the webpage will go (everything you want your audience to
see). For now, however, replace the word “Untitled” (or “Page Title”)
with a title of your own. This will appear on the title bar of your
internet browser.

USE THE HTML TAGS TOOL TO ADD HEADINGS AND BODY TEXT

1.

2.

Place your cursor between the <body> </body> tags.

From the actions bar, select the Html tags tool (a pull-down menu)
from the Tools tab of the Actions bar.

56 HTML-Kit

File Edit Yiew Tools Tags Actions Workspace Wind

"w [N - H v e i e R
¥ ¥ ’ = | H-- —358 [P | ™y

X[ Tools | Batch Actions | Objects | Document | Style | Tent

Y- E-o-=-0-5-9 s &
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3. From the pull-down menu, select H1. A set of heading tags will appear:
<h1></h1>.

4. Place your cursor between them, and type a heading for your
document. Notice your text should be in black, and the tags in blue.
Html-Kit color-codes your html document to alert you to any errors or
inconsistencies.

5. Opfional: repeat this step, using tags tool to add <p> and <h2>
(subheading). Remember to place your cursor propetly, so each tag
opens <tag> and closes </tag> before another begins. It should look
something like:

<body>
<h1>Hulk Hogan</h1>

<h2>The life and times of an American legend</h2>

€C_ 2

<p>Sample sentences go here, between the paragraph or “p” tags. P tags
put everything into a paragraph. </p>

<p>To start a new paragraph, just enter two more “p” tags and type away.
</p>

</body>

SEE WHAT YOU’VE COMPLETED WITH ACTIVE PREVIEW

1. From the View menu, select Preview, and then Active Preview
Window.

2. To balance your document and preview windows, select the “Arrange
the windows as vertical, non-overlapping tiles” icon from the
Toolbar.

ions Workspace Window Help v
P~ X B W-X-(9-- -0 | -d @D-EA -4 @
Ijocument étgle [ Te‘xt‘ Tébles A:Fbrms VNavigrate Oﬁline [Favorites]r

S ) e, B EF - ID~

3. You should see your document on one half of the screen and
“previewed” as a webpage on the other half. As you change the html
language, select Control and F8 to refresh your active preview window.
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4. Also, to save your document, you need to have the bty document highlighted, not the
Active Preview window.

USE TAGS WIZARD TOOL TO ADD A LINK
1. Place your cursor at a location within the <body> </body> tags.

2. From the actions bar, select the pull down menu (a small inverted
triangle) of the Html Tags Wizard tool from the Tools tab of the
Actions bar.

50 HTML-Kit
: File Edit View Tools Tags Actions ‘Workspace Window Help

vifdeX B X |- My

Tools | Batoh Actions | Objests | Document | St | Tew || Tables | Forms | Navigate | |

\
‘ »'2’)'<'>" ="':;{,,’,'|3 T ...'%vﬁv ID ~

1)

3. From the pull-down menu, select A, the tag for a link. The Tags
Wizard window that appears guides you through creating complicated
tags. The cursor is blinking next to the “href” selection. From the pull-
down menu, select the URL beginning “http://www.”

St

oo TagsWizard : a - Hyperlink anchor
Linked resource URL [Supported in H45 H4LH3L H2L E3LN2LX1S X1LXE1]
Atributes: HisTel Look it 1 C:\Documents and Setlings\dgri{ lJ
= Optional 3 r = - .
r mé;ccesskey Files of type: 1AII Web Documents [* htm;* html;* xml*. css;” cfm;* cfml;| :]
charset File:
[E] class e '
= coords ‘@ computingclasses. html @ css1.html @ css3.html
| Edir ;@J computingclasses. html @ css2 html @ css3.html
;‘ href | 3@ css1.html @ css2 html @ cssexample.t
f 5 | |
O hreflang [ | HEE il | (2]l
id | mailto: ==
thttp:#4 1= ‘
0 oo | http: /A, U iﬁ‘
23 name https: sample text \
rel hitps: =
ev Iﬂp:"‘ / [ | o / | ‘ |
& shape ;f<a>sam4p e ex e:’. az | Jv‘
&) stule —

4. Finish the URL by typing a familiar website, e.g,
“http://depts.washington.edu/engl”.

5. Place your cursor in the “Content” box of the Tags Wizard window,
and type the text you wish to appear linked, e.g. “UW English.”
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6. You should notice the preview window changing from “sample text”
and “<a>sample text</a> to the image of an underlined link and a tag
with URL information imputed (e.g. <a href="http://www...”></a>).

7. When done, click OK.

8. Select the Control and F8 keys to refresh your active preview screen.
You can even click on your link in the active preview window to make
sure it works.

ADD A BACKGROUND COLOR
1. Place your cursor between the word “body” and the triangle bracket >
in the first <body> tag. From the Tools tab of the Actions bar, select
the Colors pull-down menu (an inverted-triangle pull-down menu).

50 HTML-Kit
i File Edit View Tools Tags Actions ‘Workspace Window Help

: " - . v ‘f - H v| =g -~‘ i3 . - ";;\ A_ ‘..‘ v X - q - @ v M -

X Toats | Batch Actions | Objects | Document | Style | Text | Tables | Forms | Mavigate | |

‘ WrE o= DB Sl e, W E - ID-

2. Select “bgcolor” from the “--Html Attributes--" menu and then select a
color from the palate.

3. Click OK when finished. It should add a color specification to your
body tag, e.g., <body bgcolor= “cc99ef”>. (“Control, F8” to refresh
your active preview).

INSERT AN IMAGE
1. Be sure your html document and an image (e.g., jpg file) are saved in
the same place. For now, the desktop will do.

2. From the Tools tab of the Actions batr, select the Insert File Names
button (an inverted-triangle pull-down menu).
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5 HTML-Kit
¢ File Edit Yiew Tools Tags Actions: Workspace Window Help

N - - - - e v/ B ~ ’ |
- =9 - 5 o | = [ %4 = L >:\ -
5 P Al " et T YIS YL T Ly B T ¥ . 24
L ’ E | = = [l d |

X[ Tools | Batch Actions | Objeats | Document | Ste | Tew | Tables | Forms | Navigate | 1
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1

3. Select “Insert image(s).” In the “select files” window that appears,
select your image file and click OK.

b

4. In the “Insert file list wizard” window that appears, select the
“Predefined code” that contains: <img stc="“{{FILE}}” alt=""" />.

5. Below, select “remove path” (this is because your image (jpg file) and
your webpage (html file) are saved in the same place (see “URL and
HTML File Basics” above).

6. Click OK.

7. Place your cursor between the quotation marks after the “alt=""in your
newly created <img> tag. Enter a description of your image, e.g., <img

stc=“rushmore.jpg” alt="Picture of Mt. Rushmore” />

8. Use “Control, F8” to refresh your active preview.
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Catalyst’s Portfolio Tool

What it Does

The portfolio tool allows students to electronically collect and reflect upon various
“artifacts.” Artifacts may include essays, photos from study abroad experiences,
scans of papers with teacher comments, PowerPoint presentations, web sites, digital
video projects, audio recordings—basically anything students have created as part
of their university learning experience. Catalyst’s Portfolio provides interfaces for
easy uploading of artifacts and password-protected web publishing of the entire
portfolio. Students may request viewer feedback on each portfolio section; only the
portfolio author may view the comments. The following sections offer basic
instructions for creating electronic portfolios and using instructor-distributed e-
portfolio templates in your computer-integrated English courses. For more
information on Portfolio, see http://catalyst.washington.edu/how-
to/portfolio/participant/index.html.

Basic Features

ACCESSING THE PORTFOLIO TOOL

Catalyst’s Portfolio is a web-based program students can access from any computer
with an internet connection. To open Portfolio, complete the following steps:

1. Open a web browser and go to portfolio.washington.edu.
2. Log on with your UW Net ID and password when prompted.

3. If your instructor has distributed a portfolio template to the class,
follow the instructions below for installing, working on, and submitting
a portfolio project. If your instructor has asked you to design your own
portfolio, follow the instructions below for creating a new portfolio.

INSTALLING A PORTFOLIO PROJECT
Some instructors will create a template for students so that they do not have to
build their portfolios from scratch. This template is called a “Portfolio Project.”

There are two ways an instructor might distribute the Portfolio Project,

1) iaa URL: To install a Portfolio Project from a URL, paste the link into a
web browser and log on with your UW Net ID and password when
prompted. Scroll to the bottom of the page and click the Continue button
to install the new portfolio into your “My Portfolios” folder (or another
folder, if you choose).
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Choose a portiallo location

(2 Use the default location:

& My Portiohon
€ ENGL 13122 e-Portfolio

This pottholn wi be saved in the locatan shomwn sbave, and sy sets that do rat
drandy mnsr wil ba sreated b you

() Or use an existing location: | w, Putcics w | Selet bosen |

1 _Garine |

Once the portfolio project has been installed, you will be listed as the owner and
you can begin to modify the contents.

2)  Via invitation: 1f your instructor has invited class members to complete a

Portfolio Project, the invitation will appear on your portfolio page. To see
your invitations, open a web browser and go to portfolio.washington.edu.
Log on with your UW Net ID and password when prompted. In the "New
portfolio invitations" box, you will see your instructor’s portfolio template.

(6 Cataiyst

A, Preferances ? meb

Home

Go to Hedlo, Timothy Welsh Here'satip X
o If you need assistance, you can yigw 3 towr of Catalyst Partfolo or yisw '” “":lf.‘.',‘.'u?{:.{'s::’
| " the haw-to guice. To start workang, lcok for naw portfclia mvitations befow, W, Of v g tour of
lw creste o portfolo, or add an artifact Retumed portfolos and portfolos L
}w you've recantly worked on wil appear In tha recant activity box, To reoeve o
omail notification when you recenwe feecback on a portfolio, chck
; Srafacences
1 want to
G CInghy & naw arcface
INSINACLors and adyvions Can Creats a portfolo praject for you to work on
G Greate s ram portfolio az part of a class, advisng session, of project. To start working on an

inntad portfolio project, cick the title below

The | want te mesy ot
the it Ssts oghio
availsbie o sach poge

€ ENGL 13132 s-Partfolo (Shawne Shapro)

€ Ined (Tamothy Welsh) @

dccapt an nered

€ savpie [Timothy Wekh)

povttole
e 13 Haturs, olios and

poe U've rocantly
Allsactfabus.. wockod on are bated in

the Prp™ recant scvty

To accept the portfolio invitation, follow the steps below:

Click the title of the invited portfolio in the "New portfolio invitations"
box. You will move to the "Accept a portfolio" page.

Read the description of the portfolio and any learning objectives or
instructions.

Save the new portfolio in the default location, "My Portfolios."

Click the Accept portfolio button. You will move to the Portfolio
summary page, where you can start working on your invited portfolio.
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Choose a portfolio location
« Use the default location:

& My Portfolios
"¢ English 197C Portfolio

This portfolio will be saved in the location shown above, and any sets that do not already exist will be created for you.

¢ Oruse an existing location: l My Portfolios | |_select location
< 1 Accept portfolio button
| | Accept portfalio | ¥ | Cancel ptp

WORKING ON AN INVITED PORTFOLIO

Each invited portfolio page is made up of sections that provide instructions and a
space for you to enter your reflection and to attach artifacts. Follow the steps below
to start working on your invited portfolio:

1. Open a web browser, go to portfolio.washington.edu, and log on with
your UW Net ID and password.

2. Click “My Portfolios” in the "Go to" menu and then click the title of
the portfolio you would like to work on. You will move to the Portfolio
summary page.

3. Click the title of the page you would like to work on. You will move to
the "Edit page" screen.

4. Read the instructions your instructor has provided.

Introduce here the artifact(s) you've chosen to demonstrate your schievement of Outcome
#1. Write about and attach ONLY ONE ARTIFACT PER SECTION (you may Include
multiple grafts of the same assignment In a single section). Add more sections to this page
as necded.

For EACH saction, explain exactly HOW the attached artifact demonstrates
achievement of Outcome #1, Be deta/led and highlight or excerpt passages in your
paper(s) that demonstrate your iearning. For example:

® Do you have 8 sequence of drafts that show how you were able to create a stronger,
more focused argument? What sentences show that change?

® Does ong of your papers demonstrate especially compalling support for a claim? Talk
about how you found and utilized this evidence to make your argument.

For help In writing about your artifacts, draw upon the Course Qutcomes, your
assignments, the assignment handouts, instructor comments on your work, your peers’

comments, and your own self-assessments. You will be evaluated on your ablility to talk
knowledgeably and convincingly about this outcome and your own learning.

Attached artifacts:

Your reflection:

v

Display content as: & Plain Text ¢ HTML "

Preven _&vg_] Hinished Cancel

5. To add an artifact, click the Attach artifact button. A new window will
open that will allow you to attach an artifact.
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6. You may select an existing artifact from the list of your artifacts at the
bottom of the artifact window. Once you've chosen an artifact to place
within the page, click the Attach artifact button at the bottom of the
screen. You will be taken back to the "Edit page" screen and your
artifact will be attached.

7. Alternatively, you can create and attach a new artifact. To do so, choose
“A file from your hard drive” in the Artifact type box. Click the
Browse button to find files located on your computer, and then click
“Open.” In the designated boxes, enter a title, description, and
keywords for your artifact. Leave Artifact location set to “My
Artifacts.” Click the Create artifact button. You will be taken back to
the "Edit page" screen and your artifact will be attached.

Create a new artifact and attach it

Artifact type: | __ Select an amifact type —- =
(Reguirad) Choose the type of artifact you vant to create.

You must select an artifact type before continuing.
Artifact title: |
(Required) Give the artifact 2 unicque tie

Qrtifact location: |y Arifacts =

[Rronmecs Slect the sxisting folder that will contain this zeifat,

Create anifzc | Cancel |

OR, attach an existing artifact

Yowusage: T 3 (1.SCMB of 51200 MB)

Chick on an artifact rame to sslec the amifact, then didk the “sttach a9fa” butcn o
sttach it to youwr portfolio

2] My Artifacts
A Refiection Upon My Career in English at UW
& Mine Hiding
g_‘ My Basic Training PowerPoint Presentation
%s My Course Web Page for Chiidhood on Film
8 Saving Paper with EPost
= [} English 498 Artifacts

<

Atach artifect | Cantel | Attach artifact button

8. Repeat steps 6 or 7 to attach or create another artifact. To remove an
artifact, click the Unattach button beneath the artifact’s icon.

9. To enter a reflection, type in the text area labeled "Your reflection" or
copy and paste text from another source. Any formatting originally
applied to the copied text will be lost when pasted into the text box. As
with all text boxes in the Portfolio tool, it is possible to use HTML
formatting codes. If you do so, be sure to select “HTML” from the
Display content as options at the bottom of the text area.

You can use the following four buttons as you work on your pages:

Previe: This option shows you what the page will look like when
published on the web.
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Save: Be sure to save your work frequently.

Finished: 'This will save all your changes and return you to the Portfolio

summary page.

Cancel: 'This will ignore any changes you've made since you last saved

the page and return you to the Portfolio summary page.

SUBMITTING AN INVITED PORTFOLIO

Your instructor may ask you to publish your portfolio to the web, or he or she may
request that you directly submit your portfolio. To web-publish your portfolio,

portfolio directly to your instructor, complete the following steps:

Submit button

1. Open a web browser, go to portfolio.washington.edu, and log on with
your UW Net ID and password.

2. Click “My Portfolios” in the "Go to" menu and then click the title of

the portfolio you would like to submit. You will move to the Portfolio
summary page.

3. Click the green Submit button next to “Submit this portfolio to
instructor name for review.”

follow the instructions for “Publishing Portfolios to the Web.” To submit your

@ catalyst Your account | Exit Wed tools
% Preferences. 27 Help
Hung >> My Dotfoliog >> Dortfolio surmenary
Go to l Jurng e ] - Select a portfolio -- v I

Heome

R ENGL 131a2 e-Portfolio Ett title
by Shawna Shapiro

M AnEasts
Ruusrsioen | Lasenra clsectives | lnsrection

X .- € Table of CONtENts dick cr & page name o icon to cpen the page
(' Pacams thir porfolio [} 1. Introduction and Overview

@ Moge this pedfolio Qutcome #1

o Cogw this pirtfdio Qutcome =2

@ Don faad this peatelio

2.

3

4. Outcome #3
5. Outcome 24
6

cCreece

’ o Stalas
c’ Fatpatielh Final Reflection

@ corfisure web Budtishing
[simn’| this portfeiio to Shawna Shapiro for review,

=g

| pabiiss | This portfolio Is not currently published.

4. On the portfolio submission page, check the boxes next to the pages
you want to submit. If you want to submit all pages, click “Check ALL
pages.” Click the Submit button. You will see a message indicating
that your portfolio has been submitted to the instructor. Please note
that you cannot make changes to portfolio pages after you have
submitted them.
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@ Catatyst Your accoont | Ewit Wob tools

4. Prefaronces 7 Melp

~ 15 Outcome #4

e > W Batuli > Badlolo Bunntiex > Subenst v panttola
Go to Submit your portfolio "ENGL 131a2 e-Portfolio
s [ Page  suws |
W batbidey M |1 Introduction and Overview \
e acitacs 3 2 Outcoma #1 l 7
[ |3. Outcome 22 |
& 4. outcome #3 I
\
\

v | 6. Final Reflection

s 1 Submit button

5. Once you have submitted the portfolio, you will return to the portfolio

summary page. You should see a “Submitted” icon 2 next to each
page title.

CREATING A NEW PORTFOLIO
To create your own portfolio, complete the following steps:

1. Open a web browser, go to portfolio.washington.edu, and log on with
your UW Net ID and password.

2. Choose Create a new portfolio from the I want to options on the
portfolio welcome screen. On the new portfolio page, type a portfolio
title and description as prompted; leave the Portfolio location as is.
Click the Create portfolio button.

Pratecmnces | Melp ) Yoursocount | L0g o

tmng >> Wy fadiodny >+ Comste o rew partfosn

e Create a new portfolio | Reca'satip =
o atus) Eriket & tile for

. A e your pertsho in
w.olhlt What! Dvd Waan | Did Englas B tast base. The
Dew® yOur DOrPGED # WINOUE NETTe nthe shouls cheerty
. dertify the
Portfolio location: |\ Poticlion % | | Seect lecman | porticho and

o~ Seleet the cestog set Wt wh contaie thes sotfiln rennd yeu of &

sortents,

Poetfolio description:

! . et oy o Choooe 8 lsceticn
Herw ix my dascirpton of ey Bt poiin Sor er PanTORS
from the
Sre0-BOan Mens,
=0 dicx Browan...
30 view a8 of yoor

Envar & gesorpion,
and ther chck
Omplay content as: &) Flan Text NIV !' Ceeate portfolio

YOu CAN wge WTMEL

e 1o format et

. Tmse petide Carzw : oreae brks on
Create portfolio > rr cege e
e S
button Seion e taxt
area, ard srbar
MWL into he text
orea

Chak ooy & chach
your peling

Orag %y is resce
S it bex
Quasdons and comments: oelehatSILy o0 adty
Copywright © 1956-2007 T nbvavety of Wpshingeos
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CREATING NEW PORTFOLIO PAGES AND UPLOADING ARTIFACTS
Typically, students will create separate pages for each item in the portfolio. Fach
page can include multiple artifacts and sections. For example, you may want to

discuss various drafts of a single paper.
following steps:

To make new pages, complete the

1. Once you've created a new portfolio, you should see a summary page
with the portfolio’s name and table of contents. If you do not see this
page, select My Portfolios from the Go to options and select your

portfolio from the list that appears.

2. Select Create a new page from the I want to options.

3.  On the new page screen, type in a page title and leave the page number

as is. Click the Create page button.

(@ catalyst Portfolio Grefecences. | He' | Your 3cmoet |

Atclg Symmar Creste 3 Naw Oage

- My Poctfolics

Selec 5 page number for ths

wirdered Autcmatically

Go to
e When 1 Did English™
iy Poatofios Page title: Qete
nge number: | o
. sape. Other p
Create page button P  Cresose |

Create a new page in "What 1 Did

Here's o tip L]
Trter a tithe -
n the bext b

mm

LYo v
raname the page later of
yOu wish

Dhocas the Scstan of
by selectng »
et friom the

" e, You can
renrdee pour pages ater

When you are Anghed
thok Create page 10
bagn adrg co~term

4. On the page contents screen click the Attach artifact button to upload
the document, image, or other content you plan to discuss.
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ra Forywe Srveery
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5. On the artifact screen, select the type of artifact you wish to upload
from the Artifact type drop-down menu. Most of the time, the artifact
will be a file from your hard drive. Click the Browse button next to the
Artifact file box and locate the file on your computer. In the Artifact
title box, type a unique, descriptive title for your document; all
uploaded artifacts go into a single folder, and precise titling makes items
easier to locate. Leave the Artifact location information as is and click
the Create artifact button.

Croate » new artifact and attach it

qyt!oa type: ‘_At’le from &-:x:r hard dnve s
Faguwreg) Choose the type of wrtifact YOUu Wat Bo Cresle
Artifact file: Browse. |

2 Chek “Erowse...”, and then select a file from your computer.

Artifact title:
Rogquirea; Give the srtifece # unigue titis
| Artifact location: | ply Afifacts
s 8t Sedact the exstng folder that will contain this artifact

Onueante: | o il Create artifact button

OR, attach an existing artitact

Your usage: T (410.8 K8 of 512,00 MB)

CHek an an artfact name 10 seledt tha artifact, than cick the "Anach antifact™ butten 1o
atiach it 10 your partfola

=My Artifacts
#" CIC Annual Report
% Karen Eats Dad
) Mine Hiding
@' Saving Paper wth EPost
%, Women Filmmakers Site

Aetach: anfact 1o 3 Attach artifact button

6. Once you've uploaded your artifact, youll return to the new page
contents screen, which will now display an artifact icon. Type
information identifying the artifact and your discussion of the artifact in
the Your reflection box. If you wish to upload additional artifacts, click
the Attach artifact button and follow the procedure described above.
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7. If you wish to add another section to your page, click the Add section
here button and follow the procedure described above to upload an
artifact and add your reflection to the new section.

1 want 0

Srarhes srthacts

Section One - ~—>

Swn . e | - P — P "

Add section button

RILaib wtHairs

v

Section Two

8. To remove an artifact, click the Unattach button.

9. You may preview or save your portfolio page at any time by clicking the
Preview or Save buttons.

10. If you know HTML, you may insert coding into your reflection text and
click the HTML bubble in the Display content as options. If you
would like to try inserting common HTML tags into your message, use
the following guide:

To italicize a title or word: <i>The Title</i>

To place a word in bold type: <b>word</b>
To indicate a paragraph: <p>paragraph text</p>
To indicate a line break, or one return: <br/>

To direct others to a web page you have found useful: <a
href="http:/ /www.thepage.edu">The Page Name</a>

11. If you would like to spell-check text, click the spell-check icon 3%
next to the Your reflection box.

12. Once you’ve completed your page, click the Finished button. You'l
return to the portfolio table of contents screen, which will now list the
page you've created.
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EDITING PORTFOLIO CONTENTS

After you have created or accepted a portfolio, you likely will not finish your
portfolio in a single work session. To return to a saved portfolio, complete the
following steps:

1. Open a web browser, go to portfolio.washington.edu, and log on with
your UW Net ID and password.

2. Click “My Portfolios” in the "Go to" menu and then click the title of
the portfolio you would like to submit. You will move to the Portfolio
summary page.

3. Click on the title of an individual page to add content or upload
artifacts. If you have designed your own portfolio, you may add pages
or sections as described above.

4. Click the Save or Finished button to save your changes.

If you published your portfolio before editing, please note that you do not have to
republish your altered portfolio. Once you save your changes, the revised portfolio
will appear on the web. If you are submitting portfolio pages directly to your
instructor, please note that you must make all changes before submission. After
you have submitted your work, you will no longer be able to edit the contents.

REORDERING PORTFOLIO PAGES

Once you've created your portfolio, you may want to change the order in which
pages appear. To do so, access the portfolio summary page as described in the
“Editing Portfolio Contents” section. Click on the name of the first page you wish
to reorder and choose Move this page from the I want to options. On the page
that appears, select a new position for the page and click the Move page button.
When you return to the portfolio table of contents screen, your pages will be listed
in the new order.

Please note that you can only reorder pages in a self-designed portfolio. Invited
portfolio pages will remain in the order your instructor has specified.

Prafarences | Help | Your accourd | Log out

Home >> My Portfolics >> Portfole Summary >> Current Page >> Move page

Go to Here'satlp %
{ Move page "Essay Three"
Home You can easily change the
Current page position: 1 ordar of your pages
My Partinlae
New page position: 1w Select the desired page
My Artifacte o 2 - positon from the
My Antitacs Selact & new poomon for this page, Dther drop-down mene, and
pages wil be reordered sutomaticslly then dick Mave page.

The pages wit be
recrdeced automatically
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DELETING PAGES AND PORTFOLIOS

You may delete individual portfolio pages and entire portfolios by accessing the
portfolio or page as described in the “Editing” section and selecting Delete this
page or Delete this portfolio from the I want to options. You’ll be prompted to
confirm the deletion. Please note that the delete option applies only to self-designed
portfolios. Invited portfolios cannot be deleted.

PUBLISHING PORTFOLIOS TO THE WEB
Before you can share your portfolio with others, you must publish it to the web.
To do so, complete the following steps:

1.

Open a web browser, go to portfolio.washington.edu, and log on with
your UW Net ID and password. Select My Portfolios from the Go to
options and choose your portfolio from the list that appears.

Click the Publish button on the portfolio summary page that appears.

On the publishing screen, make the following selections and click the
Save changes button:

Web publishing status: “Enable.”

Portfolio URL: The box will display your portfolio title, for example
“What-I-Did-When-I-Did-English.”  Since the title makes for a long
URL, replace it with something shorter, like the course number or
subject. Refrain from using capital letters or spaces in the portfolio
URL, as browsers are case-sensitive and may replace spaces with
nonsense characters such as “20%.”

Web publishing security: You may allow anyone with web access to view
your portfolio, or you may restrict access to the UW community or to
those you provide with a password. If you want only UW students,
faculty, and staff to view your portfolio, choose the “restrict to UW Net
ID” option. If you want people outside the UW community to see
your portfolio, for example family members or potential employers,
select the “no restriction” or “password restriction” options.

Feedback: Choose “Yes” if you want viewers to have the option of
commenting on your pages. Note that feedback will be visible only to
you, not to all readers.

Display artifacts as: You have the option to display uploaded artifacts as
icons or lines of text that link to the artifact file. If your portfolio
includes images, you may display artifacts as thumbnail pictures that
link to the uploaded image file. If you select this option, non-image
artifacts will display as icons.
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Hame >> My Porfolng
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4. You will return to the portfolio summary screen, where you will see a
URL for your published portfolio. Write down this URL for future
reference.

5. To remove a portfolio from the web, click the Unpublish button on
the portfolio summary screen.

6. Select Log out once you are finished using the Portfolio tool.

VIEWING PORTFOLIO FEEDBACK

Unlike blogs, which display viewer comments for all to see, Portfolio allows only
the author to see viewer feedback. To check for comments, complete the following
steps:

1. Open a web browset, go to portfolio.washington.edu, and log on with
your UW Net ID and password.

2. Select My Portfolios from the Go to options and choose your
portfolio from the list that appears.

3. If you have received feedback on any page, a note will appear next to
that page’s name. Click on the page name to see the comments.
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Advanced Features

In addition to portfolio creation and publishing features, the Portfolio tool includes
options that allow you to edit the style of your published portfolio and to manage
artifacts and portfolios.

EDITING PORTFOLIO STYLES

Basic portfolios are rather unimpressive, with basic black borders, a hyperlinked
table of contents, and “Previous” and/or “Next” options on the bottom of each
page. However, the Portfolio tool allows users to alter colors and font styles within
the basic page design. To do so, complete the following steps:

1. Open a web browser, go to portfolio.washington.edu, and log on with
your UW Net ID and password. Select My Portfolios from the Go to
options and choose your portfolio from the list that appears.

2. Select Edit portfolio Styles from the I want to options.

3. On the edit style page, click the brush icon next to each element to
edit that element. If you place your cursor on the brush icon, the
bottom of the browser window or a pop-up box will display text
describing the element you’ll edit by clicking.
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(@ catalyst Portfolo — T

f bom wour portfude Seges wil aopew wien pubiehed. Chasging tw
the pages 1 thie poctfoe. Thees stylas wil nat
ST, 10 46K 3 SI0U Herwnt's sres, Chok o

Brush icons

4. You have the option to edit four general types of elements: navigation
bar colors, text, section dividers, and links.

Navigation bar colors:  Select Open palette to display a color picker.
Move your cursor over the small colored squares to see a swatch of the
color in the larger display box. Once you see a color you like, click on
the small colored square to set the color. You may preview the change
by clicking the Preview button. Click the Save button to save your
changes and exit the editing box.

#CCCCCC [ Cpar paletsd

E SE5FEDY Set | | Close |

Text: Select your desired font type, color, size, weight, and style from
the drop-down menus or color pickers. When specifying a font type,
make sure that it’s one most users will have on their computers (for
example Times New Roman, Arial, Courier, Verdana, or Georgia).
Note that Font weight specifies the darkness of the font—from light
to bold—while Font style specifies the appearance of the text—italic,
normal, etc. You may preview the change by clicking the Preview
button. Click the Save button to save your changes and exit the editing
box.
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Page Contents

Changing these styles will affect the "Page Contents" in all
pages in your portfolio,

Font:

| =l

Font color:

[ |:| Open palette

Font size:

I | =||points |

Font weight:
Font style:
[ =

| [ preview | | save | [ Reset | | cancel | |

Section_dividers: Select your desired divider width and height from the
drop-down menus. Use the Background color and Border color
palettes to set the dividing line color and the color of the thin line
outlining the divider. The thicker the divider height, the easier the
colors are to see. To specify the divider’s alignment, or to remove
section dividers from your pages altogether, use the Display drop-
down menu. You may preview your changes by clicking the Preview
button. Click the Save button to save your changes and exit the editing
box.

Section Divider

Changing these styles will affect the "Section
Divider" in all pages in your portfolio.

Width:

|BDpx || b | | pixels V|

Height:

| L [ points ]
Background color:

| | |:| Open palette
Border color:

| | |:| Open palette

Display:

| | Preview | | Save | | Ressat | | Cancel | |

Links: As with fonts, you may select type, color, size, weight, and style
from the appropriate drop-down menus and palettes. Text decoration
options allow you to choose whether you want link text to be
underlined, line-free, or blinking. You may preview your changes by
clicking the Preview button. Click the Save button to save your
changes and exit the editing box.
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Changing these styles will affect the "Page Links" in
all pages in your portfolio.

Font:

]

Font color:

| [] oopen palette

Font size:
| || *|[poins v

Font weight:

Font style:
W

Text decoration:
w

| Preview | | Save | | Reset | | Cancel | |

5. To return any element to its original setting, click the brush icon to
open the appropriate editing box and click the Reset button.

EDITING PORTFOLIO LAYOUT

You can choose to apply one of several layout options to your portfolio. Page
layouts highlight your work by directing the viewet's attention to different parts of
your portfolio. For example, placing your artifacts above your text gives the
impression of captions for each artifact. To change the layout for your entire
portfolio:

1. Open a web browset, go to portfolio.washington.edu, and log on with
your UW Net ID and password. Select My Portfolios from the Go to
options and choose your portfolio from the list that appears.

2. Click Preferences in the upper right corner of the screen.

3. Scroll down to the "Portfolio Preferences" area and select one of the
four Page layout options.
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Portfolio Preferences

Email notification:
Requires a valid email address above.
[~ Notify me when a submitted portfolio is returned.

[~ Notify me when someone leaves feedback on a published portfolio.

Search results, per page:
|10 You must have at least 5, and no more than 99

Page layout:

The following layout options are available for portfolio pages. Your default
layout will be used initially when you create pages, but you will always be
able to choose a different layout for your pages.

] =0

Layout options ————» R EE
I X

i = =
i " i «

Click on a layout to select it
| Save preferences Cancel
| > P | l

Save preferences button
4. Click the Save preferences button.

MANAGING ARTIFACTS

Students may find themselves using Catalyst’s Portfolio tool in multiple courses.
To help users organize what could become an unwieldy list of artifacts, Portfolio
offers folder and artifact description features.

Artifact folders. To create folders for distinct sets of artifacts:

1. Open a web browset, go to portfolio.washington.edu, and log on with
your UW Net ID and password. Select My Artifacts from the Go to
options.

2. From the artifacts screen, select Create a new folder from the I want
to options.

3. In the new folder screen, type a distinct folder title, leave the Folder
location box as is, and add a description if you wish. Click the Create
folder button.

81



STUDENT GUIDE TO THE LAN

(@ catalyst Portfolio

Home >> My Ac

fifacts >> rowin & foldar

Go to . L—M'S atp =
Create a folder e s
tame | You can use folders to
Folder titla: Engtsh 43¢ Anfacts organize your artifacts

You can creste sa
er- s umgus title { mary folders a5 you
| noed, wnd place feldars
v Select locsson | | within foicers

Saluct the sxisteg foider hat will comtain Pes foide

My Sanfclice

My Amfacts Folder location: 14y Aqfacs

| Enter the folcer name
Folder description: | the text dox. You can
Anifacts uploaded for Engheh 436 portfolo project atew | rename the foldes

| tater, if you wish

| Select the Incaton of
| your folder fram the
| drop~doan menu, or

1 dick Browse... to view
| » listing of your

| antifacs.

| Chek atew to chack

| your soefing

Create folder button P Gusetoder | Carcel

———— | Orng ®y to resize the
text box

Ihe Dnivecally of

ashinglor

4. Once you've created a new folder, you may move existing artifacts into
it by accessing your artifact list, clicking on the name of an individual
artifact, and selecting Move this artifact from the I want to options.
You may also choose the folder from the Artifact location box when
you upload a new artifact.

Artifact description:  Portfolio includes a search function that helps users find
artifacts they’ve already uploaded. However, you must provide descriptive and
keyword information for the program to search:

1. To access a detail screen for each artifact, choose My Artifacts from
the Go to options on any screen.

2. Click on an individual artifact’s name from the artifact list that appears.

3. In the detail screen, click Edit to input a description and keywords.
When typing keywords, remember to separate them with spaces. Once
you’ve added each detail, click the Save changes button.

4. You will now be able to search for the artifact by going to My Artifacts
and selecting Search for an artifact from the I want to options.
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MANAGING PORTFOLIOS

Catalyst’s Portfolio tool offers portfolio management features for students who
create portfolios for several courses over an academic year or construct both
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academic and job portfolios.
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Open a web browser, go to portfolio.washington.edu, and log on with

Select My Portfolios from the Go to options.
Choose Create a new set from the I want to options.

In the new set screen, type a unique Set title, leave the Set location as
is, and include a description if you wish. Click the Create set button.

Once you've created a new set, you may move existing portfolios into it
by accessing your portfolio list, clicking on the name of an individual
portfolio, and selecting Move this portfolio from the I want to
options. You may also choose the set from the Portfolio location box
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Glossary of Terms

COLLAPSE

A word used in talking about directories. To “collapse” a directory listing means to
hide all the sub-directories contained within a folder. To collapse directories in
Windows Explorer, just click on the minus sign next to a folder icon.

EXPAND

A word used in talking about directories. To “expand” a directory listing means to
display all the sub-directories contained within a folder. To expand directories in
Windows Explorer, just click on the plus sign next to a folder.

FILE

A file is the unit of storage for all of the work done on a computer. Whether you
are working on an essay, quiz, survey, letter, or any other piece of work, you must
instruct the computer to write it (from the screen to a network drive, to a floppy
disk, or to a hard disk) as a file with a unique file name. Writing to disk is often
called “saving” a file.

LAN

Acronym for Local Area Network. The CIC LAN is located in Mary Gates 076
and 082. The difference between a LAN and other computer labs is that the
computers in a LAN are linked together into a network that allows individual
computers to interact directly. These computers are all connected to a powerful
central computer called the file server. All the individual computers in the cluster
share the same network drive (L:) and, therefore, the same internal memory.
However, each terminal has its own internal hard drive (C:).

LoG oN

Log on is an abbreviation for “Logging on.” This command allows you to enter
your class directory, which is where your class files are stored. To log in, type your
class number in the User Name box on the logon menu.

LOG OFF

This is a command allowing you to exit a session in the LAN without turning off
your computer. You log out after having completed your work and having made a
backup copy on your floppy disk. You should always logout at the end of a class
session by choosing Log Off from the Start menu.

NETWORK DRIVE

The Network Drive is the hard disk drive located in the file server. All the work you
do in the LAN is stored on this drive, in directories specifically assigned to your
class
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