Creating an Electronic Portfolio, PDP or Web Site
Using SharePoint Designer
http://acadweb.uwlax.edu

http://www.uwlax.edu/student/TLC
solum.saun@uwlax.edu 608.785.8799

At UWLL there is a Student Academic Web Server (SAWS) available for students to publish electronic portfolios
or academic webpage projects. Most undergraduate portfolios are stored on a password protected side of the
server and graduate portfolios and web sites are stored on the public side. Students have editing privileges for
their account and all Faculty have browse access. ITS will store a portfolio for one year following grdBuation
the portfolio is stored on the public viewable side of the server. All semester projects are retained until
midterm of the following semester.

This document shows you how to use SharePoint Designer to create your portfolio/web site. Microsoft
released SharePoint Designer as a free download. Just go to http://www.microsoft.com and search for
SharePoint Designer free download.

Step by Step for further detail, see each step explained more in the following pages.

1. Download the template, located at http://www.uwlax.edu/student/tlc, for your major to a folder that is

located either on your local computer or if you are on campus, in your online file storage. (Step 1 only

needs to be completed one time.)

Open SharePoint Designer and gdilet open siteand open the folder you just created in step 1.

3. Start creating your site. You will notice there is one file that ends in .dwt. This file is the dynamic web
template and controls all other pages on your site. It is like the outer shell that every page is based on.
When you edit the .dwt file, make sure all other files are closed. If you want to choose a different template,
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download a new template to the same folder you created in step 1. (See p. 3)

4. Make sure to read the tip sheet on the last page for helpful information!

N

UW-L recommends creating a Web folder in your online file storagmagrourpersonal computer to start your
portfolio/web site, and periodically publishing it to SAWS for either your instructor to view or as a back up. You
can create your web based electronic portfolio, professional development plan, or web site using any web
authoring software. At UW. all labs have SharePoint Designer installed, however, File Transfer Protocol (FTP)
has been turned on for this server, so Dreamweaver and iWeb are other options as well as any other web
authoring program.

Another reason SharePoint Designer is recommended, is that Microsoft released this software as a free
download from their website.Just go to http://www.microsoft.com and search for SharePoint Designer free
download. Make sure to look for SharePoint Designer (not SharePoint) and also to make sure it is the free full
program and not the 6 month trial version.

All students enrolled in either Learning Communities or Student Affairs Administration 4t ke accounts
created on the public side of this server. All other students who are required to create portfolios are on the
private side. If you prefer to use the private side, just contact solum.saun@uwlax.edu. Your account is created
using your unique 8.4 username (same as your email) replacing the period with an underscore.
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Step 1t Start designingyour initial page either on paper or in
TLC - Technology Leadership Cadre your tho_ughts. On your first page you sho_uld have a heading,
— e g which will probably be the name of the site followed by key
T — items you want included in your site.

Getting Started
CHE Template

S m—— P : , Several templates have been created for you and are located

ENG Template

T at http://www.uwlax.edu/student/tlc. Begin by selecting a

Template

PE Template Technology Leadership Cadre GSYLX I S F2 dZ)/ R A y‘ 2 y S 2F dK$S

PE/SHE Template

ARSI e Technology Leadership Cadre (TLC) is 2 peer led program that S@]@CE yYOUr major to download a SharePoint Template that has

SAA Template their electronic portfolios. TLC provides workshops, Q&A sessions,

ST electronic portfolio process. Although it was originally started to a been Created for you.

SREWED UW-L student interested in creating an electronic portfolio.

SPY Templates

Other Majors
! Goals

o e e o You will have the option of choosing a different template
TS BT » Assist fellow students in creating electronic portfolios . .

L o e i ot pes S e dessign later. Click on the name of the template and open the

S e et am how o use various softmare prograr ZIP fil€ @NCK UNZIP to either your online files or local computer.

Selecting Artifacts PhotoDraw, Acrobat, PowerPoint, etc.)

——— S As you become more familiar with SharePoint Designer, you
Q & A Sessions You may contact us anytime at tcouwiax.edu or 6087656708, [TAY Want to either design your own template or use one of
the thousands available online.

. One site with many free templates is listed on the TLC template screen. However,

e Microsoft Dffice SharePoint Desig

Fio: TR it will take some editing to make these templates work with your portfolio/web
~ [P — T site. Several have been edited and can be downloaded from http://

Mesw, ..,
i i = | ' www.uwlax.edu/student/tic/templates.htm.
& Qpen... ChrHO
= rl;%pe” =z | Step 21 Open a Web SiteTo continue working on your portfolio, seleBpen
Site. If you are on campus, type in the name of your folder using the following
format, \\ileSVS01\Students\ your8.4\web_folder\ changing the last two parts to

your specific 8.4 and folder name. If you are off campus
gNEWharPnintDzsign:r‘-defaull.hlm'Mi(rnsn[tmfi(eSharaninlDESign:r —Ioix] and edltlng dlrectly on the Server, Open up your

t Format Tools Toble Ste DataView TaskPanes Window  Help Type a question for help +

=+ address on the student academic web server. If you

(mone) -”(Defau\t Font) -H(Defau\t Size)

(6l Web Ste || default.htm o .
e [ are creating on your personal
vew | Insert Fomat o comnuter,  open  the  folder
Cpraview inT Ty Fage > where you are creating your
" g ual Aids > portfolio. It is important to have
i s i FarmattingMarks — » gl information in the one folder.
Folder > Ruler and Grid 3
Rl ! = Tracing Image » Most of your editing will be
Tag Prapert x = [apply Stres ™ Manage Styles x . . . .
BEE Yy Page Size » done in design view. You will
<body> Al Attach Style Shest...
o e — FolderList  Al+F1 a_llso need to access your fo!der
T B Havigat list. If you close the folder list,
4 s avigation Pane . .
o air ju
I o Ty Gl select Viewtr Folder List You_
Eo b may also need to refresh the list
# text 3 . .
D §| et o - e to see new items. Click on the
‘ [ [ [ [ [Vt On [silo ppheation: Auto [290 bytes [standerd [133 279 oL inT [css2.d |ﬂ Refresh Fs tOp folder and press E5

You can turn off the toolbox and apply styles task panes on the right side of the screen and the tag properties
on the left side. However, you want to make sure you leave the Folder List open.

Step 3t Dynamic Web Template (DWT) and choosing a different templdtiee first step is to either create
or edit your Dynamic Web Template. Once your DWT file is created, web pages can be created from the DWT.
If you downloaded one of the templates from the TLC site, there should be a templadéenedwt file in your
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web folder. Look for a file with the .dwt extensioriThis dwt file becomes the template for your portfolio.

Note: When editing your dwt file, make sure all other pages are closed. Other pages are linked to this file and

need to be closed so they update correctly.

15 cpen

Cpen With

Cpen in Mew Window

If you are creating a portfolio, many of your pages have already been created

for you. If you need a new page, right click on the dwt file and s&lewat from

Dynamic Web Templatdf you do not have an index page, the first page you

create will be your index.htm or index.html page. This page is the main or
homepage for your portfolio. It is important not to change this filename for

Mews From Dyvnamic YWeb TF\mpIate

£, Preview in Browser

Preview in Multiple Browsers

ol o

your homepage. When you publish to SAWS, faculty select your name to

by review your portfolio and the hyperlink is looking for an index.htm or

Forrat | Tools  Tahle Site DataView TaskPanes Window  Help

"A Mew Stvle...

i

55 Styles

C55 Propetties...

Tag Properties...
Font...

Paragraph...

Bullets and Murmbering. ..
Borders and Shading. ..
Position. ..

Behaviors. ..

t[ Layers...

e (Default Size)
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»
standards, htm \Lghilnsnphy_statement.htm

Dwnaric Web Template

Atkach Drynamic We,I\J Template...

Frames

{9‘_] Background. ..

sy Page Transition...
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Remaove Formatting  Crl+Shift+2

Al+Enter

&
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Update All Pages
Update Attached Pages

Manage Editable Regions. ..

|
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index.html file. Double click this file to open and start creating your main
portfolio/web site page. If you create additional pages, they must also be

stored in the same portfolio/web site folder.

- A Dynamic Web Template (dwadntrols all other pages on your

site. It is like the outer shell that every page is based Alh.
pages are updated when the dwt page is edited. You also have
the option of having multiple dwt pages if needed. If a page has
lost the connection to the dwt, you can attach the dwt by
selecting Formatt Dynamic Web Template Attach Dynamic
Web Template

Choosing a New Templatéou can choose a new template from
http://www.uwlax.edu/student/tic. =~ Download the new
template to your portfolio/web folder. Once you have unzipped
the files into your folder, close all pages you have open and
select all of your pages that end in .htm. Click on the first one
and hold the Ctrl key down and click on each additional .htm file
until all are selected. Attach the new template, choose

Formatt Dynamic Web Template Attach Dynamic Web Templatand select the new template dwt page.

Make sure to choose the one for your major

You can change names, delete files, move items into folders, all within this folder. However, make sure you do
all changes within SharePoint Designer using the folder list. If you do not see the folder list, turn it on by going
to view ¢ folder list To change the name of a file, right click on the filename. Make sure to use either htm or
html as the file extension if it is a web page. You can also create additional folders for organization, i.e. an
artifacts folder, image folder, template folder and so on. To create a new folder, right click on the the top folder
and createnew folder

A

@ hitp:/staging.ulax.edufitssupport

s
(D) sharepoint_template

vl @
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Save your page as a webpage. SharePoint Designer will
automatically add the htm at the end of the name. It is also
AYLRNILFYyG G2 dzLJRFGS GKS atk3S
portfolio, you ma 0 name each page portfolio or you
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Apply Styles o x

e e x| Step 41 Inserting Texts just like using a word processor. SharePoint Designer in design mode
e t is a WYSIWYG (what you see is what you get) editor, so just start typing as if you were in a
e word processor program. You can also copy text from another program. In some cases the text
Clear tyes “| will copy onto the page, but may not look correct. If that happens, remove the text you just
e pasted into your page using théndo button. After usingundo click Editt Paste Text When

> Sgurerght prompted choosePlain Text The text will be pasted onto the page without any formatting.

o figurelef You will have to add your paragraph breaks and other special formats. You can also highlight

o g the text and choos€&ormatt Remove Formatting

o imageleft

*eld After you have entered or copied your text onto the page you can format it using the styles

Rt included with your template. If th&pply Stylesmenu is not shown, choosBask Panes

2 ahsze “I Apply Styles Note that you will only want to use the styles listed under your templatglost

templates use a cascading style sheet (css) for styles. If you need help with editing styles and css cometo aQ &
A sessionTo apply a style from thApply Styleamenu select the text you would like to format and then choose

the style from the menu. The name of each style is an example of how the style will look. To remove a style
you previously applied, select the text and clizlkar Stylefrom the Apply Stylesmenu.

Note: Pressingnter starts a new paragraph, pressishift enter starts a new line without a paragraph break.

2Ix| Step 51 Creating hyperlinksallows you to
Lnkto:  Textto display: [Resume seeentp.. | Create a navigation structure within your
» ng“ﬂﬁueor loskin: [ UrINEW Sharspan Desgner = 3 Qg portfqho/web site. To create a hyperlink,
AT | UANEW SharePoint Designeriresume.him (open) kel | type in the hame you want to appear on your
- = 9 template — page. Next, highlight the text and click the
i %::hiroiopl:nv.htm ot e | hyperlink icon (or right click and select
Documenk - 1| Broused @ [iesume _peemeters.. | hyperlink). The Insert  Hyperlink window
Target Frame |
—Current Frames page Common targets opens.
Page Default {none
Safg"e””( ) The link you will use the most is the link to an
l — - existing file. As you create new pages, they
o« | el | will appear in the list. Select the page to link
= and click ok. Make sure you only link to pages
within your portfolio folder and not to another folder on your U: drive,

Target setting personal computer or USB drive. The hyperlink should be the name of the
[“blark file only, not the entire path.

[~ et as page default

If you are creating a link to a Web page, type the full URL, for example
= [ ed | http://www.uwlax.edu. To create an email link, type in your email address
to create the link. The mailto: will automatically be inserted for you.

Opening a new window Sometimes you want a hyperlink to open a new window. For example, maybe you
want a PDF to open in a new window, which allows the viewer to simply close the window when they are done
viewing. To create a hyperlink that opens a new window, clickamget Framdn the Hyperlink window. Select

New Windowand click okay.

Bookmark- Another type of link is connecting to a specific spot on a page. First create a bookmark on your
page by going tinsert, bookmark A window will appear asking for a name for this bookmark. Enter in a name
that will make identifying easy. To hyperlink to this bookmark, create a hyperlink as you normally would and
find your bookmark in the hyperlink box. The bookmark will be located inPthee in this Documertab



located on the left of the hyperlink box. Just click on your bookmark to create a hyperlink.

Remember if you are editing your main topics, these hyperlinks are located on the dynamic web template,

.dwt, file.

2% Step 6T Adding a titleto your portfolio/web page is the name
Gereral | Formtting | Acvanced | Custom | Language | Workgraup | viewed in the top left corner of the browser window. The title of a
Locsten: [ FUHNE SraraPont Dosgren e page is not within the body of the page or the information you see
o, D when viewed in a web browser. It is the display seen in the top left
— | corner of the screen. To give your page a name that makes sense,
S ! select File ¢ Propertiesto change the title for any given page or
a—— u change the title when the file is first saved.

g send | o Step 7¢ Changing color&ou can add a background color, change
- < P o the color of the text and change the color of the hyperlinks.

Remember to change your DWT to update all pages attached to it.

_e=_| Many of the templates use a cascading style sheet (css) page to
control all colors.If you want to change templates colors make
sure to make the changes to the css pag@u can change individual text and page color, however, the html
code is hard coded to that page and will not change with changes to the css. If you have questions on editing
the css, either attend a Q & A session or contact Saundra Solum at 608.785.8799 or solum.saun@uwlax.edu.

fiew Insa Step 81 Testing your portfolio/web siteis an important step in the creation. In fact, you will
~ probably test it many times while creating. You should always test your page in the web browser. To
d 9 - test in the web browser, select thareview in browseroption from the file menu on the toolbar, or
the icon as shown on the toolbar. This button will open Internet Explorer where you can test
hyperlinks and look at the layout of the page. You should also test your portfolio with other web browser.

Step 9AT Imagescan add depth to your portfolio/web site, but

21Xl remember that you may eventually publish your portfolio/web
' Aternate text: | site to the web and there are several precautions. For example if
sangjdbaatptene | Bowss.. | you are an education major, you would not want student faces
W show this prompt when insertingimages [ ok | Cancel | showing, remember to try_and take pictur-es showing backs -of
heads, or blur the faces using a graphic editor. If you are creating
2ixj @ web site, make sure not to use copyrighted pictures or
Gensral | appsarance | information. For more information on editing images, either come
— to a TLC Q & A session, attend a workshop, or set up individual or
[subduediimagesjimas. o mowse.. | edt.. || small group training by contacting solum.saun@uwlax.edu.
Pickture File Tvpe. .. |

Inserting an image into your site is easy once it is saved into your
folder. Select the image and drag it into the page. After you insert
a picture the Accessibility Properties window opens that requires

Accessibility

¥ Alternate Text: Itest

L ! ipkicon: Erowse,., . .
sapesctens | Looee., | alternative text for your picture. If you want a screen reader to
Hperink ignore your picture, just press the space bar and click ok.
Locaton: | &= || Remember, an image will go on one line of text; so many times a
Target Frame: I ﬂ Parameters... |

table or div tag is used to help with the layout. You can also have
text wrap around a single image by going into tReécture
Properties To open thePicture Properties right click on any

o« | el | image and seled®icture Propertie®r double click on the image.
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Step 9Bt Editing Images in SharePoint Desigrisra very easy
and convenient process. You can cropsize, adjust red eye, and

/ more. First, doublelick on theimagein the folder list on the left
side of the screen. If Picture Manager does not appear, -alitk
on theimage selectopen with, and selectMicrosoft Office Picture
Manager.

tep 9Ct Resizing Imagess important because it reduces the
loading time significantly. Although this speed may not seem an
issue, remember not everyone is operating from a ksgked
fhternet connection. To resize your image click tkesize option on the
menu located on the right side of the Picture Manager window. Select
percentage of original width x heightYou will notice your image is a
certain number of pixels by a certain number of pixels; this is good. One
hundred pixels is approximately 1 inch, so if you want a 4x6 inch image,
you want to resize to approximately 400x600 pixels and so on. To do so,
click either theup or down arrowwhich is defaulted to 100% until you
have the desired number of pixels for your image. Make sure to maintain
the correct ratio so your image is not distortdd. order for your image to savgou must first cliclok, save

and cloself you only cliclsave and closeyour new image will not be saved.

Joint Photographic Experts Group (JPHE®s are commonly referred to as .jpg files. This file format is best
suited for complex images such as photographs. However, you can lose image quality in some instances. When
saving any image with many colors that shade and blend into one another, save it as a .jpg.

BecauseGraphic Interchange Format (Glffles can use only 256 available colors, this file format is best suited
for saving simpler images that consist of lines and solid colors. Animated characters, drawings, logos,
navigation buttons are usually saved as .gif files. You can find many of these animated files free on the web,
just search for animated gif.

Thumbnailsare scaleedlown images that are hyperlinked so
that the full size version can be downloaded if necessary.
Thumbnails are useful if you want to show images that are
large, but you do not want to burden the user with lengthy
download times. The user can choose to view the-dodlle
version of the image by clicking the thumbnail. TAeto
Thumbnailfeature creates linked thumbnails automatically.

To create a thumbnail insert the picture, right

click on the picture and the following menu
appears. Choose Auto Thumbnail, and a small
thumbnail of the picture will be created with a

link to the large picture. You can also change the display size by holding down the shift key and dragging one of
the image corners diagonally. Make sure to hold the shift key to keep the correct ratio.

Step 12t Web Component®e careful with Web Components (found undiesertg Web Component) many

of these are SharePoint Designer spegfioeaning they will only work when your portfolio is published on a
Web server which has SharePoint Extensions installed. Many of these will not work on the Student Academic
Web Server.



