	Chapter 3
	Extending Office 2003 to the Web


Overview

Chapter 3 shows how to insert hyperlinks in Microsoft Office System 2003 documents, worksheets, and presentations; browse the Web from within an application using the Web toolbar; create HTML files from existing documents, worksheets, presentations, and databases; apply a Web theme and create a frames page in Word 2003; and create an interactive worksheet page in Excel 2003 and customize a presentation in PowerPoint 2003.

Prerequisites

This chapter assumes students know how to create, save, edit, and print Word 2003 documents, Excel 2003 worksheets, and PowerPoint 2003 presentations. Students should also know how to view and print data using Access 2003. Lastly, students should be familiar with using Web browser software to view HTML documents locally and on the Web.
Teaching Tips and Strategy

Internet connection is a must.

Lecture Notes
Section 3.1 – 
Using Hyperlinks

The focus of this module is to illustrate how you can insert and use hyperlinks within your documents, worksheets, and presentations.  The section concludes with the use of the Web toolbar to browse the Internet, viewing web pages.

Section 3.1.1 – Inserting Hyperlinks into Documents

Feature:
Inserting hyperlinks into documents

Method:
To insert a hyperlink into an Office document, follow one of the methods described below:

· To insert a hyperlink to a URL, type a valid URL or e-mail address and press the Space Bar.  Office will convert the typed information to a hyperlink and format it as such.

· To insert a hyperlink to an existing file, click the Insert Hyperlink button on the Standard toolbar and then use the Insert Hyperlink dialog window to locate the file to link to.  Double-click the file's icon from the list and press the OK button.

Notes:
A description of the hyperlink, called a ScreenTip, appears attached to the pointer when you Position the I-beam mouse pointer over top of the hyperlink.

By default, Word 2003 formats hyperlinks to display using a blue, underlined, Times New Roman font.

Feature:
Editing an inserted hyperlink

Method:
To edit an inserted hyperlink, right-click the mouse on the hyperlink and then choose the Edit Hyperlink menu item from the menu that appears.  Edit the Text to display field of the dialog window that appears and click the OK button to change the displayed text of the link.

Notes:
Changing the display text of a hyperlink does not change what it links to.

Section 3.1.2 – Browsing Hyperlinks Using the Web Toolbar

Feature:
To Browse the Internet and local files via the Web toolbar

Method:
You can use the Web toolbar in any of the Office applications to browse local HTML files and URLs on the Internet.  The buttons and features available on the Web toolbar include:

1. Back button: click the Back button to display the previously viewed web document

2. Forward button: click the Forward button to display the next web document

3. Start Page button: click the Start Page button to display your home page (as defined by Internet Explorer)
4. Address text box: click in the Address text box, type a URL and press enter to view the contents located at the URL

Office 2003’s way of reminding you that you have already visited the hyperlink is that the hyperlink appears purple (or an alternate color).
Notes:
Connecting to and browsing Internet web documents requires an active connection to the Internet by the computer.


To display a search page where you can enter keywords for locating information on the Web, click the Search the Web button on the Web toolbar. You can also type www.google.com into the address box and press enter. Google is one of the most popular Web-based search engines available on the Internet.

Section 3.2 – 
Saving Documents to HTML and XML

In this module, you learn how to save your work to HTML and XML, as opposed to using native Office 2003 file types—.DOC, .XLS, and .PPT.

Section 3.2.1 – Saving Documents, Workbooks, and Presentations to HTML

Feature:
To Save a document as HTML

Method:
To save a document from Word, Excel, or PowerPoint to HTML (suitable for publishing to the web), choose the Save as Web Page menu item from the File menu.  To change the title of the web page produced, click the Change Title... button on the Save As dialog window.  Type a new title for the web page in the Page title: text area and click the OK button.  Finally, provide a location and file name for the page about to be produced and click the Save button.

Notes:
While this technique seems to be different from the one covered in the coverage of Word, it results in the same Save As… dialog window being presented to the users. 


With more recent versions of Internet Explorer, you can edit the HTML files that you have created using Office 2003 applications. To do so, choose the “Edit with Microsoft Office application” command from the File menu. The HTML file opens in its source application.  After editing the HTML file and saving your changes, exit the source application. Then, click the Refresh button ([image: image1.png]


) in Internet Explorer to view the revised page.
Section 3.2.2 – Saving Documents and Workbooks to XML

Feature:
To Save your work as XML

Method:
To convert and save your work to the XML Web format:

CHOOSE: File ( Save As

SELECT: an XML format (such as “XML Document,” “XML Spreadsheet,” or “XML Data”) in the Save as type drop-down list box

CLICK: Save command button
Notes:
None.
Section 3.2.3 – Displaying an Access 2003 Table on the Web

Feature:
To Use a data access page to display Access table data on the web

Method:
To create a data access page click the Pages button in the Objects toolbar in Access and then double-click the Create data access page by using wizard item in the displayed list.  The Data Access Page Wizard will launch.  In the wizard, select the source table or query by using the Tables/Queries drop-down list, choose the fields to display in the page by using the > and >> buttons, and move to the next page of the wizard by clicking the Next > button.

On the next series of wizard pages, you can select the grouping characteristics of the data on the page, specify the sorting order for the data, and provide a title for the page.  When compete, click the Finish button to complete the creation of the data access page. 

Notes:
you require a recent version of Internet Explorer to edit the data displayed on a data access page. Otherwise, you are only able to view, not change, the Access 2003 data

Section 3.3 – 
Preparing Web Pages Using Office 2003

In this module students prepare and customize documents, worksheets, and presentations for publishing to the Web and for display using Web browser software.  Specifically, this section instructs the students on applying themes to Word documents to modify the look of the document when published on the web and adding a framed table of contents to a word document.  The section concludes with instruction on publishing an interactive worksheet from Excel to a web page as well as publishing an entire PowerPoint presentation to a series of web pages.

Section 3.3.1 – Applying Web Themes to Word 2003 Documents

Feature:
To use a theme in a Word document

Method:
To apply a theme to a document:

1.
CHOOSE: Format ( Theme from Word 2003’s Menu bar

2.
SELECT: a theme in the Choose a Theme list box

3.        CLICK: OK command button
Notes:
Background images produced by themes are only applied to the web pages produced by Word.  To see the background image or a theme in a Word document you must be in Web Layout View, as the theme’s background is not viewable in Print Layout View.

Section 3.3.2 – Creating a Framed Table of Contents in Word 2003

Feature:
To create a framed table of contents for a web published Word document

Method:
To create a table of contents in a frame:

1.
CHOOSE: Format ( Frames ( Table of Contents in Frame

2.
Edit the hyperlinks in the table of contents frame, as necessary
3.      Save the frames page or frameset
Any paragraph headers formatted with the heading styles in the document will be displayed as hyperlinks to their respective sections in the Word document.  The frame's contents can be edited directly by the user (i.e. the hyperlinks' text can be changed and other text inserted around the contents).

Save the frames page as a separate document to the local machine.

Notes:
None.

Section 3.3.3 – Creating an Interactive Web Page Using Excel 2003

Feature:
To export an interactive Excel worksheet to the web

Method:
To export an interactive worksheet, choose the Save as Web Page menu item from the File menu within Excel.  Then, click the Selection: Sheet radio button and click the Add interactivity check box.  Provide a file name and location for the page to be published and click the Save button.

Notes:
The published sheet can be further customized by clicking the Publish button and setting additional characteristics.  Once published, the worksheet is not only viewable, but interactive and can be exported back into Excel by the web browser by clicking on the Export to Excel button that appears above the worksheet when viewed in a browser.  Note that you must be using Microsoft Internet Explorer 5.0 (or higher) as your web browser to take advantage of this feature.

Section 3.3.4 – Customizing a Web Presentation Using PowerPoint 2003

Feature:
To customize a PowerPoint presentation for the Web 

Method:
To create and customize a PowerPoint presentation that will be published to the web, chose the Save as Web Page menu item from the File menu.  The Save As dialog window will appear.  Click the Publish…button to customize the characteristics of the publication.  Use the Publish as Web Page dialog window to choose what slides to publish, whether to include the speaker’s notes, and which web browsers to support.  Additionally, provide the presentation’s title and location in the respective text areas and press the Publish button.

Notes:
To make your Web pages available for others to see using their Web browser software, you can use the Save As dialog box to post (or copy) them to a special computer, called a Web server.
