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     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 UW-L 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 graduation IF 
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 Stepτfor 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.) 

2. Open SharePoint Designer and go to fileτopen site and 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, 
Ǝƻ ǘƻ ƘǘǘǇΥκκǿǿǿΦǳǿƭŀȄΦŜŘǳκǎǘǳŘŜƴǘκǘƭŎ ŀƴŘ ŎƘƻƻǎŜ ǘƘŜ ƻǇǘƛƻƴ άŎƘƻƻǎƛƴƎ ŀ ŘƛŦŦŜǊŜƴǘ ǘŜƳǇƭŀǘŜέ ŀƴŘ 
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! 
 
UW-L recommends creating a Web folder in your online file storage or on your personal 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-L 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 at UW-L have 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 1 τ Start designing your initial page either on paper or in 
your thoughts. On your first page you should have a heading, 
which will probably be the name of the site followed by key 
items you want included in your site.  
 
Several templates have been created for you and are located 
at http://www.uwlax.edu/student/tlc. Begin by selecting a 
ǘŜƳǇƭŀǘŜ ŦƻǳƴŘ ƛƴ ƻƴŜ ƻŦ ǘƘŜ ƭƛƴƪǎ ǳƴŘŜǊ άDŜǘǘƛƴƎ {ǘŀǊǘŜŘέΦ 
Select your major to download a SharePoint Template that has 
been created for you.  
 
You will have the option of choosing a different template 
design later. Click on the name of the template and open the 
zip file and unzip to either your online files or local computer.  
As you become more familiar with SharePoint Designer, you 
may 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, 
it will take some editing to make these templates work with your portfolio/web 
site. Several have been edited and can be downloaded from http://
www.uwlax.edu/student/tlc/templates.htm.  
 
Step 2 τ Open a Web Site. To continue working on your portfolio, select Open 
Site. If you are on campus, type in the name of your folder using the following 
format, \\fileSVS01\Students\ your8.4\web_folder\ changing the last two parts to 

your specific 8.4 and folder name. If you are off campus 
and editing directly on the server, open up your 
address on the student academic web server.  If you 

are creating on your personal 
computer, open the folder 
where you are creating your 
portfolio. It is important to have 
all information in the one folder. 
 
Most of your editing will be 
done in design view. You will 
also need to access your folder 
list. If you close the folder list, 
select ViewτFolder List. You 
may also need to refresh the list 
to see new items. Click on the 
top folder and press F5. 

 
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 3 τ Dynamic Web Template (DWT) and choosing a different template. The 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 template_name.dwt file in your 

Design 

Preview in 

Folder 
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web folder. Look for a file with the .dwt extension. This 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.  

 
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 select New from 
Dynamic Web Template. If 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 
your homepage. When you publish to SAWS, faculty select your name to 
review your portfolio and the hyperlink is looking for an index.htm or 
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 (dwt) controls all other pages on your 
site. It is like the outer shell that every page is based on. All 
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 FormatτDynamic Web TemplateτAttach Dynamic 
Web Template.  
 
Choosing a New Template You can choose a new template from 
http://www.uwlax.edu/student/tlc. 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 

FormatτDynamic Web TemplateτAttach Dynamic Web Template and 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 ς 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 create new folder. 

 
Save  your page as a webpage. SharePoint Designer will 
automatically add the htm at the end of the name. It is also 
ƛƳǇƻǊǘŀƴǘ ǘƻ ǳǇŘŀǘŜ ǘƘŜ άtŀƎŜ ¢ƛǘƭŜέΦ LŦ ȅƻǳ ŀǊŜ ŎǊŜŀǘƛƴƎ ŀ 
portfolio, you may want to name each page portfolio or you 
may want it more specific. The title of the page is displayed in 
the title bar of the browser. You can also change the title by 
selecting FileτProperties and typing in a Title. 
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Step 4 τ Inserting Text is just like using a word processor. SharePoint Designer in design mode 
is a WYSIWYG (what you see is what you get) editor, so just start typing as if you were in a 
word processor program. You can also copy text from another program. In some cases the text 
will copy onto the page, but may not look correct.  If that happens, remove the text you just 
pasted into your page using the Undo button. After using Undo click EditτPaste Text.  When 
prompted choose Plain Text.  The text will be pasted onto the page without any formatting.  
You will have to add your paragraph breaks and other special formats. You can also highlight 
the text and choose FormatτRemove Formatting.  
 
After you have entered or copied your text onto the page you can format it using the styles 
included with your  template.  If the Apply Styles menu is not shown, choose Task Panesτ
Apply Styles.  Note that you will only want to use the styles listed under your template. Most 

templates use a cascading style sheet (css) for styles. If you need help with editing styles and css come to a Q & 
A session. To apply a style from the Apply Styles menu 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 click Clear Styles from the Apply Styles menu.  
 
Note: Pressing enter starts a new paragraph, pressing shift enter starts a new line without a paragraph break. 

 
Step 5 τ Creating hyperlinks allows you to 
create a navigation structure within your 
portfolio/web site. To create a hyperlink, 
type in the name you want to appear on your 
page. Next, highlight the text and click the 
hyperlink icon (or right click and select 
hyperlink). The Insert Hyperlink window 
opens. 
 
The link you will use the most is the link to an 
existing file. As you create new pages, they 
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, 
personal computer or USB drive.  The hyperlink should be the name of the 
file only, not the entire path. 
 
If you are creating a link to a Web page, type the full URL, for example 
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, click on Target Frame in the Hyperlink window. Select 
New Window and 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 to Insert, 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 in the Place in this Document tab 
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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.  

 Step 6 τ Adding a title to your portfolio/web page is the name 
viewed in the top left corner of the browser window. The title of a 
page is not within the body of the page or the information you see 
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, 
select File ς Properties to change the title for any given page or 
change the title when the file is first saved.  
 
Step 7 ς Changing colors You can add a background color, change 
the color of the text and change the color of the hyperlinks. 
Remember to change your DWT to update all pages attached to it. 
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 page. You 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.  
  

Step 8 τ Testing your portfolio/web site is 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 
test in the web browser, select the preview in browser option 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 9A τ Images can add depth to your portfolio/web site, but 
remember that you may eventually publish your portfolio/web 
site to the web and there are several precautions. For example if 
you are an education major, you would not want student faces 
showing, remember to try and take pictures showing backs of 
heads, or blur the faces using a graphic editor. If you are creating 

a web site, make sure not to use copyrighted pictures or 
information. For more information on editing images, either come 
to a TLC Q & A session, attend a workshop, or set up individual or 
small group training by contacting solum.saun@uwlax.edu.  
 
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 
alternative text for your picture. If you want a screen reader to 
ignore your picture, just press the space bar and click ok. 
Remember, an image will go on one line of text; so many times a 
table or div tag is used to help with the layout. You can also have 
text wrap around a single image by going into the Picture 
Properties. To open the Picture Properties, right click on any 
image and select Picture Properties or double click on the image. 
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Step 9B τ Editing Images in SharePoint Designer is a very easy 
and convenient process.  You can crop, re-size, adjust red eye, and 
more.  First, double-click on the image in the folder list on the left 
side of the screen.  If Picture Manager does not appear, right-click 
on the image, select open with, and select Microsoft Office Picture 
Manager.    
 
Step 9C τ Resizing Images is important because it reduces the 
loading time significantly.  Although this speed may not seem an 
issue, remember not everyone is operating from a high-speed 

internet connection. To resize your image click the re-size option on the 
menu located on the right side of the Picture Manager window.  Select 
percentage of original width x height. You 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 the up or down arrow, which 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 distorted. In order for your image to save you must first click ok, save 
and close. If you only click save and close, your new image will not be saved.  
 

Joint Photographic Experts Group (JPEG) files 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. 

 

Because Graphic Interchange Format (GIF) files 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. 
 

Thumbnails are scaled-down 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 full-scale 
version of the image by clicking the thumbnail. The Auto 
Thumbnail feature 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 12 τ Web Components Be careful with Web Components (found under Insert ς Web Component) ς many 
of these are SharePoint Designer specific ς meaning 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. 


