Working Together 1:
Word 2007 and

Your Web Browser

Adventure Travel Tours

The Adventure Travel Tours Web site is used to pro-
mote its products and broaden its audience of cus-
tomers. In addition to the obvious marketing and
sales potential, it provides an avenue for interaction
between the company and the customer to improve
customer service. The company also uses the Web
site to provide articles of interest to customers. The
articles, which include topics such as travel back-
ground information and descriptions, changes on a
monthly basis as an added incentive for readers to re-
turn to the site.

You want to use the flyer you developed to pro-
mote the new tours and presentations on the Web
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site. To do this, you will use Word 2007's Web-editing
features that help you create a Web page quickly and
easily. While using the Web-editing features, you will
be working with Word and with a Web browser appli-
cation. This capability of all 2007 Microsoft Office ap-
plications to work together and with other applications
makes it easy to share and exchange information be-
tween applications. Your compl@ed Web pages are
shown here.

Note: The Working Together tutorial is designed to
show how two applications work together and to
present a basic introduction to creating Web pages.

New Adventure Travel Tours
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»Inca Trail to Machu Picchu
>Safari in Tanzania
> Costa Rica Rivers and Rainforestd

Attend an Adventure Travel presentation to learn about some of the earth’s grea
can experience the adventure of a lifetime. Find out about presentation locations

Presentation Locations

Presentations are planned in major cities across the Unites States.
Click on the link to the city near you for information about specific locations, dates, and times.

»Boston

> Chicago
#Cleveland

> Denver

> Huston
»Kansas City
>Los Angeles
>New York

> Orlando

> Phoenix
>Seattle
»Washington DC
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Saving a Word Document as a Web Page

You want to create a Web page to be used on the company’s Web site. A
Web page is a document that can be used on the World Wide Web
(WWW). The Web page you will create will provide information about the
tour presentations. Word offers two ways to create or author Web pages.
One way is to start with a blank Web page and enter text and graphics
much as you would a normal document. Another is to quickly convert an
existing Word document to a Web page.

Because the tour flyer has already been created as a Word document
and contains much of the information you want to use on the Web page,
you will convert it to a Web page document. You made a couple of changes
to the flyer, giving it a title that is more appropriate for the Web page and
removing the banner. You will use the modified version of the flyer as the
basis for the Web page.

Stal’t Word 2007. ‘-’E!,, H9=8.= wewt_Presentations.docx - Micrasoft word - 75X
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location.

Your screen should be

- : New Adventure Travel Tours @&
similar to Figure 1

Revised flyer -

This year we are introducing four new tours that offer you a unique opportunity to
combine many different outdoor activities while exploring the world.

India Wildlife Adventure
Inca Trail to Machu Picchu
Safari in Tanzania
Costa Rica Rivers and Rainforests

Page:lofl | Words: 127 | <%

Figure 1

Word converts a document to a Web page by adding HTML coding to the
document. HTML (HyperText Markup Language) is a programming
language used to create Web pages. HTML commands control the display
of information on a page, such as font colors and size, and the way an
item will be processed. HTML also allows users to click on hyperlinks and
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jump to other locations on the same page, other pages in the same site, or
other sites and locations on the WWW. HTML commands are interpreted
by the browser software you are using. A browser is a program that
connects you to remote computers and displays the Web pages you
request.

When a file is converted to a Web page, the HTML coding is added and
it is saved to a new file with an .html file extension. You want to save the
Web page using the file name New Tour Presentations in a new folder.

@) e ciick @ office Button e ——
and choose Save as. web page in

(El-, H9=-48 )+ wdwt_Presentations.docx - Microsoft Word - =
® If necessary, change U o B e @
the location to save to CB j" Calibri Bady) SR e I : iﬁ:na‘ -
the appropriate save Paste 7 [B £ W~ abe x, x* Aa|[Hf- Subtitle  — gg?:sgf I Seett -
. Clipboard = Font ™| Editing
location. 5] T T T T TR AT T r

Save As

@ Create a new folder - e
named ATT Web Page. | i
% [ Desktop
® Change the file name | j;j“m”ﬁ
to New Tour : ot
R i Places
Presentations. :
@ From the Save as Type " | 3

File pame: | Wew Tour Presentations htm b

drop-down list, choose

Saveras type: | YIRS

WEb Page_ pagetite: M New Tours Fiyer

; e || T
Your screen should be i Safari in Tanzania
similar to Figure 2 Costa Rica Rivers and Rainfbrests

Pagetofl | Words12l 5|/ y

/

: Adds title Figure 2
[ Web page file type ] 9

You also need to provide a title for the page. This is the text that will
appear in the title bar of the Web browser when the page is displayed. You
want the title to be the same as the file name.
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. 1‘62' H9-. - New Tour Presentations.htm - Microsoft Word - X%
e_. CIICK ghange it | - Home Tnsert Page Layout References Mailings Review View 7]
i Sl it Bacy) Rl [ = = [ P AaH asebce % f.a:":'
B ; - 2, Replace
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Clipoard * Font (] Paragraph ] ! Styles || Editing
New Tour g"‘!‘"?"‘!"‘?'"1"'?'"1"'?"‘!"‘5."‘!"‘?‘“1"'7"'1""?"'1"‘?"‘!"“F‘b‘fﬁl
Presentations.
New Adventure Travel Tours
o Click [ ).
® Click &=,
YOUr screen Should be This year we are introducing four new tours that offer you a unigue opportunity to combine many different outdoor activities
similar to Flgure 3 while exploring the world.
India Wildlife Adventure
Inca Trail to Machu Picchu Text wraps to
fit window
Safari in Tanzania
Costa Rica Rivers and Rainforests
Attend an Adventure Travel presentation to learn about some of the earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime. =
53
Presentation dates and times are January 5 at 8:00 p.m., February 3 at 7:30 p.m., and March 8 at 8:00 p.m. All presentations are
S SN R———)
Figure 3

Web Layout view

The flyer has been converted to an HTML document and% displayed in

Additional Information X L . . . .
Some formatting features Web Layout view. This view displays the document as it will appear if

such as emboss and shadow viewed using a Web browser. This document looks very much like a
effects, are not supported by | normal Word document. In fact, the only visible difference is the margin

:|r‘]l' OIIVI aLr eo Lg:gi;x\;eb?eb&?}ﬁers settings. A Web page does not include margins. Instead, the text wraps to

authoring Web pages. fit the window space. However, the formatting and features that are
supported by HTML, in this case the paragraph and character formatting
such as the font style, type size, and color attributes, have been converted
to HTML format.
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,Making Text Changes

Next, you want to change the layout of the Web page so that more
information is displayed in the window when the page is viewed in the
browser. To do this, you will delete any unnecessary text and change the
paragraph alignment to left-aligned.

o—. Delete the last two [ Font size increased ]
A

paragraphs.
‘99 H9-8 i+ New Tour Presentations.htm - Microsoft Ward -8 X
e Home | Insert Page Layout eteregees Mailings Review  View 7]
= =Y o = < = A Find ~
[ ] Leﬂ'allgn all the text By | it MRy A EANESE =R =209 | sspbeene| aseocene AAH AsBbce % Shione
below the picture. Paste ¥ B L U~ she % % Aa-||E- A-||= || Sx - el | Tromal | He Spaci.. Title Subtitle E{La\:ff :‘mm_
Clipboard = Fant = Paragraph | Styles &/ Editing
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©® Add bullets preceding
the list of four tours.

@ Increase the font size
of the title to 36
points.

This year we are introducing four new tours that offer you a unique opportunity to combine many different outdoor activities

@ Clear the highlight.

while exploring the world.

« India Wildlife Adventure
Your screen should be ¢ Inca Trail to Machu Picchu @

similar to Figure 4 + Safari in Tanzania

» Costa Rica Rivers and Rainforests

Att&d an Adventure Travel presentation to learn about some of the earth’s greatest unspoiled habitats and find out how you can !
@

s

(+)

expgrience the adventure of a lifetime.

Text left aligned

el R e —
Figure 4

Bullets added Last two paragraphs
deleted

Now, all the information is visible within the window.
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Additional Information

When graphic files are added
to a Web page, they are
copied to the same folder
location as the Web page.
The graphic files must always
reside in the same location as
the HTML document file in
which they are used.

Click on the picture to
select it.

©® Drag the picture to the
“T” in “This” at the
beginning of the first
paragraph.

@ From the Picture Tools
Format tab, click

B Text Wrapping - and

select Square.

Your screen should be
similar to Figure 5
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,Changing the Picture Layout

Next, you want to move the picture to the left edge of the window and
wrap the text to the right around it. Unlike a normal Word document, a
Web page document does not have pictures and other graphic elements
embedded in it. In an HTML file, each graphic object is stored as a
separate file that is accessed and loaded by the browser when the page is
loaded. In an HTML file, each graphic object is stored as a separate file
that is accessed and loaded by the browser when the page is loaded. Word
creates a link to the object’s file in the HTML file. The link is a tag that
includes the location and file name of the graphic file.

Additionally, graphics are inserted into a Web page document as inline
objects. You can change the wrapping style and move, size, and format
graphic objects in a Web page just like embedded objects in a Word
document.

New Tour Presentations.htm - Microsoft Word Ficture Toals -
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New Adventure Travel Tours

This year we are introducing four new tours that offer you a unigue opportunity to combine
many different outdoor activities while exploring the world.

¢ India Wildlife Adventure
* Inca Trail to Machu Picchu

+ Safari in Tanzania
* Costa Rica Rivers and Rainforests

Graphic moved and wrapping
style changed to square

[BEE =

R |

Words: 75 | <3

E

Figure 5

Next, you will make a few other adjustments to improve the appearance.
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,Applying Page Color

Because color and design are important elements of Web pages, you can
add a background color to the Web page. You think a light blue may look

good.
0—. Deselect the graphic. [ Page color Live Preview ]
(O HD-8 )+ New Tour Presentations.htm - Microfbft Wepd - ' x
4 OlLen the Page LayOUt 9 Home  Insert | Pagelayout | References  Mailings Review  View @
ta . B- [ ] (orientation - %= Breaks - ] Watermark = Indent Spacing| | <hBnngtoFront - |2 Align -
ﬂ Al | = [§sizer £Line Numbers = || |[<HjPage Color=|  EE Left: |07 21 S Betdre: 0 pt || Hhsendt I p
T e~ N e Epnensions ||| AT ) 3 iSand: topt 3 i €] Text Wrapping = 5k
. . Themes Page Setup ] H EEERE !, Paragraph F Arrange
OClIckln R T T T B
e el
the Page Background 1T
group. New Ad -1 Travel Tours
[ b cotor
More Colors..,
i Eill Effects...
® POInt to several This year werareTmroaucmgTour new tours that offer you a unique opportunity to combine
diﬁerent shades Of many different outdoor activities while exploring the world.
blue to see how they * India Wildlife Adventure
look in Live Preview. « Inca Trail to Machu Picchu
» Safari in Tanzania
s Costa Rica Rivers and Rainforests
Addltlonal Informatlon Attend an Adventure Travel presentation to learn about some of the earth’s greatest unspoiled habitats and find out how you can
The gallery of colors experience the adventure of a lifetime.
associated with the default
Office theme is displayed. o
Your screen should be g
similar to Figure 6 .
e IEECEE T Se===o
Figure 6

You do not really like how any of these colors look and decide to try a
fill effect instead. Fill effects include gradient color, texture, patterns, or
pictures. These effects should be used in moderation—you want them to
enhance, not detract from, the content. You will try a blue gradient
effect first.

Applying Page Color WDWT1.7
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) Diaganal up | | variant
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right square). Figure 7
Your screen should be The Sample area shows how your color selections will appear. Now you

similar to Figure 7 are ready to apply these settings to the page.
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New Adventure Travel Tours

Your screen should be
similar to Figure 8

This year we are introducing four new tours that offer you a unique opportunity to combine
many different outdoor activities while exploring the world.

¢ India Wildlife Adventure

* Inca Trail to Machu Picchu

* Safari in Tanzania

= Costa Rica Rivers and Rainforests

Attend an Adventure Travel presentation to learn about some of the earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

’__>

Words: 75 | <%

Gradient color applied
to page background

)« ool

[EEEE

E

Figure 8

Although adding gradient color shading looks nice, you still are not
satisfied. You will try a texture instead.
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L

@ Choose Fill Effects.
@ Open the Texture tab.

@ Select the Stationery
texture (fourth row,
fourth column).

Having Trouble?

When you click on a texture,
the texture name appears
below the list box.

& click )

Your screen should be
similar to Figure 9
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New Adventure Travel

« India Wildlife Adventure

* Inca Trail to Machu Picchu

* Safari in Tanzania

« Costa Rica Rivers and Rainforests

Attend an Adventure Travel presentation to learn about some of the earth’s greatest unspoiled habitats and find out how you can

experience the adventure of a lifetime.
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h‘his year we are introducing four new tours that offer you a unique opportunity to combine
many different outdoor activities while exploring the world.
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Texture fill effect applied to Figure 9
page background
You like the more natural effect of this background.
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,Changing Bullet Styles

The last enhancement you want to make is to change the bullet style.

0_’ Select the four 6@ H9-® = New Tour Presentations.htm - Microsoft Ward - =

x
bu"eted items. .,m Home | Inset  Pagelayout  References  Mailings  Reliew  View - @
=4 TR — Find -
i Comic Sans Ms -la -] = I#HI] papscene assocen: AAH AsBbce e‘& " le
oF | X, 2 eplace
Paste ¥ B I U -shex x Aa-|W- A= =I5 G- || 7TNormal  1NoSpac.. Title Subtitle = gg:ﬂge :;E‘m.
5 e
® 0 en the Home tab Clipboard Fant o Paragraph = Styles 2| Editing
p " ‘VH"" ‘‘‘‘‘‘‘ i wg diii it o doe i T e W I B I T R e T e e W R 10 [u_\,g_;

@ Open the =] Bullets New Adventure Travel Tours

drop-down gallery.

This year we are introducing four new tours that offer you a unique opportunity to combine
many different outdoor activities while exploring the world.

® Choose » from the
Bullet Library.

» India Wildlife Adventure
» Inca Trail to Machu Picchu|

» Safari in Tanzania

@ Clear the selection.

» Costa Rica Rivers and Rainforests

Attend an Adventure Travel presentatipn to learn about some of the earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime.

@ Save the changes you
have made to the Web EBu"ethtyle
page. changed

Your screen should be
similar to Figure 10 Wordsi 75| 5

Figure 10

Additional Information

Many more graphic bullets
are available in the Web
Elements folder of the Clip
Organizer.
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a% Open the file

wdwt_Locations.

@ Save the document as
a Web page to the ATT
Web Page folder with
the file name Tour
Locations and a page
title of Tour
Presentation
Locations.

@ Apply the same bullet
style to this page.

©® Apply the Stationery
texture background
page color.

@ Save the page again.

Your screen should be
similar to Figure 11

,Creating a Hyperlink

Next, you want to create another Web page that will contain a list of
presentation locations. You will then add a hyperlink to this information
from the New Tour Presentations page. As you have learned, a hyperlink
provides a quick way to jump to other documents, objects, or Web pages.
Hyperlinks are the real power of the WWW. You can jump to sites on your
own system and network as well as to sites on the Internet and WWW.

The list of tour locations has already been entered as a Word document
and saved as a file.

Tour Locations,htm - Microsoft Word - X
Insert | Pagelayout | References  Mailings  Review  View L7
(23 Orientation = 4= Breaks ~ 1) Watermark~  Indent Spacing
v 1§ size - #Line Numbers = || A Page Calor~ | EE Left: 2257 3 |42 sefore: 0t ¥ iy
= || V8IS e e kine~  wE-typhination= || C)-Page Borders £ Right: 07 sl 42 amter ot = || Festten
Themes Page Setup = || Page Background Paragraph 0
e e i i e S

Presentation Locations

Presentations are planned in major cities across the Unites States.

Click on the link to the city near you for information about specific locations, dates, and times.

Boston
Chicngo|
Cleveland
Denver
Huston
Kansas City A
Los Angeles
New York
Orlando
Phoenix
Seattle

#» Washington DC
A

®

a0 A A T G S R

Words: 57 | 5 [Be& ==

[ Bullets style changed ] [ Stationery texture applied ]

Figure 11

Now you are ready to create the hyperlink from the New Tour Presentations
page to the Tour Locations page.

Creating a Hyperlink WDWT1.11
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@ e switch to the New

Tour Presentations
window.

@ Add the following text
to the end of the last
paragraph: Find out
about presentation
locations, dates, and
times.

@ Select the text
“locations, dates, and
times.”

@ Open the Insert tab.

@ Select

from the Links group.

Create hyperlink

Another Method .

The keyboard shortcut
is + K.

"Eﬁ H9-0 -+ T bre - -
il =
Home | Insert | Pagelsyout  References  Maiings  Aggiew  View (7]
|5 Cover Page ~ j ElEl ’{_‘P 2 ii 8, Hyperlink 3 L, ‘T‘ |2l Quick Parts ~ | Signature Line = | JT Equation ~
| x| = == .

] Blank Page B U A& Bookmark =l = o wordart - 51 Date & Time £2 symbal -

= Table Picture Clip Shapes SmartArt Chart Header Footer Page Text A= »

»= Page Break - Art 4 Cross-reference 5 = Homber- || Box- ASDropCap~ '@ Object -

Pages Tables Tlustrations Links Header & Footer Text Symbols

§|1|234|5|5739|

T a‘ﬁ

Insert Hyperlink

Text to display: [lacations, dates, and times

I Look in; ATT Web Page v E
Existing File or — = == d
Web Page ) Mew Tour Presentations_files
CF!’;N 1) Tour Locations_flles
> Qiet i Locations. bt Target Frame. , .
Place in THis &] ~$w Tour Presentations.htm lombine
Dacument Browsed | 2] ~WRL{09660DFD-72D2-4996-9432- SFDO1 CI3REFF}tmp
| Pages New Tour Presentations.htm
: Tour Locations.htm
Create Mew Recent
Document Files
: addresst || -
E-mail Address

Select document
to link to

Words: 4/83 | <5

Your screen should be
similar to Figure 12

Select Tour
Locations.htm from
the file list.

® Click [ <.

@ Save the document.

Your screen should be
Similar to Figure 13
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From the Insert Hyperlink dialog box, you need to specify the name of the
document you want the link to connect to.

ED H9-0 ¢ New Tour Presentations.htm - Microsoft Word - X%
[ | .
Home | Insert | Pagelayout  References  Mailings  Review  View @
|9] coverPage~ | EHE = 2 2 12, Hyperiink =5 - ‘_A 2] Quick Parts ~ | & Signature Line =TT Equation ~
| hall BB [ 3B il = = -

| ] Blank Page — A Bookmark - A wordart - (5] Date & Time £2 symbol *

= Table || Pidure Clip Shapes SmartArt Chart Header Footer  Page Ted =

¥= Page Break = Art ¥ '] Cross-reference &5 ~  Number Box~ 2=DropCap~ *gg Object -

Pages Tables Ilustrations Links Header & Faoter Text Symbols

E‘-‘.‘-‘1‘-‘:‘-‘z-‘-w-‘-3-‘-w-‘-a‘-‘n‘-‘s‘-‘n‘-‘s‘ww-‘-y-‘-w-‘-s-‘-w‘-‘s‘-‘n‘-‘lu‘b‘:’%

New Adventure Travel Tours

This year we are introducing four new tours that offer you a unigue opportunity to combine
many different outdoor activities while exploring the world.

» India Wildlife Adventure
» Inca Trail to Machu Picchu

> Safari in Tanzania
» Costa Rica Rivers and Rainforests

Attend an Adventure Travel presentation to learn about some of the earth’s greatest unspoiled habitats and find out how you can
experience the adventure of a lifetime. Find out about presentation locations, dates, and timeg].

in theme colors

Hyperlink formatted ’

Words: 83 | (5
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Figure 13
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Hold down and
click the hyperlink.

Your screen should be
similar to Figure 14

The selected text appears as a hyperlink in the design colors specified by
the theme.

Next, you will use the hyperlink to display the Presentation Locations
document.

;’tla H9=)= Tour Locations.itm - Microsoft Word - 7 Xx
s =
< Home  Inset  Pagelsyout | References  Mailings  Review  View (7]
j E- 7| LIy Orientation - %= Breaks~ 1) Watermark - | Indent Spacing 4 Bring to Front - |2 Align =

==l [A] 1§ size - $Line Numbers~ || ) Page Color- = Left: 2257 $ | 4= Before: 0t 2 18 Group

Themes Margins __ e - —il4= e .

> e - EECoumns~ b Hyphenation~ | [ Page Borders | E Right: 0 s[4S atter: |opt e rapping = S Rotate

Themes Page Setup % || Page Background Paragraph = Arrange
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Presentation Locations

Presentations are planned in major cities across the Unites States.

Click on the link to the city near you for information about specific locations, dates, and times.

> Boston
> Chicago
» Cleveland
>
>

Denver
Huston
» Kansas City

# Los Angeles

» New York

> Orlando

> Phoenix

> Seattle

» Washington DC

A

Words: 57 | <

Figure 14

[ Linked page displayed

Because the Locations document is already open in a window, clicking the
hyperlink simply switches to the open Word window and displays the page.
You plan to add hyperlinks from each location to information about
specific location dates and times at a later time.

WDWT1.13
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,Previewing the Page

To see how your Web page will actually look when displayed by your
browser, you can preview it.

Note: The following figures will display Internet Explorer 7, If you are using a different browser
or a different version of Internet Explorer, your screens will look different. Additionally, you will
need to substitute the equivalent procedures for your browser in the following steps.

= New Tour Presentations - Windows Internet Explorer
o_. Open your web SA M }\D C:\Documents and SettingsiStudent Namelty DocumentsiATT Wieh Pagetew Tour Presenta;u?s };m ;,"} ¥ | X !7 gty
Ut | e Tour Presentations - R - B = - ik Page ~ () Tools -
browser. S 4| @ our presenta = fik - B & Page - (FTods ~
@ If necessary, maximize New Adventure Travel Tours

the browser window.

This year we are introducing four new tours that offer you a unique opportunity to combine
many different outdoor activities while exploring the world.

India Wildlife Adventure

Inca Trail to Machu Piechu
Safari in Tanzania

Costa Rica Rivers and Rainforests

@ Open the Location
drop-down menu and
change to the location

Attend an Adventure Travel presentation to learn about some of the earth’s greatest unspoiled

Containing the ATT B habitats and find out how you can experience the adventure of a lifetime. Find out about
web Page fOIder presentation locations, dates and times.

@ Choose New Tour

Presentations.htm
from the ATT Web @
page folder.
A
Your screen should be
similar to Figure 15 e T T
Web page previewed Figure 15

in browser window

The Web page you created is displayed in the browser window. Sometimes
the browser may display a page slightly differently from the way it appears
in Web Page view. In this case, the bulleted list overlaps the picture and
the last paragraph wraps to the side of the picture. To stop this from
happening, you will insert a special text wrapping break that is used in
Web pages to separate text around objects.
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H ‘07 il 9 -6 s New Tour Presentations.htm - Microsoft Word =
Switch to the New ()
Home | Inset  Pagelayout  References

Mailings Review  View @
Tour Presentation 4 omneen T - [l A B
. — - 2, Replace
document in the Word Paste ‘;. (B £ U ~abex, x Asv||B~ A~ TNormal |7 NosSpad..  Title suptitle Eg:eﬂflf I Sz\znv
2007 application glpbuam 5| Font o Styles G| Editing "
‘‘‘‘‘‘‘ foa v g gl pr por voaide v por v 3 T R A E A TR (-
window. i ‘ ‘

Select the bulleted list
of tours and drag the
left indent marker to
the 3.25-inch position
on the ruler.

1

This:year-we-are-introducing-four-new-tours-that-offer-you-a-unigque-opportunity-to-combine-
many-different-outdoor-activitiesawhile-exploring-the-world.

» » India-Wildlife -Adventureq
# - Inca-Trail -to-Machu Picchug

» » Safari-in-Tanzaniaq

# -+ Costa-Rica ‘Rivers -and -Rainforestsqd

Move to the beginning

el

Of the IaSt paragraph’ IAtt d-an-Adventure-Travel-presentation-to-learn-about-some-of-the-earth’s-greatest-unspoiled-habitats-and-find-out-how-you-can-
before the word experience-the-adventure-of-a-lifetime.-Find-out-about-presentation-locations,-dates-and-times. §

Attend.

. = . Text wrapping -
¥=) Breaks i
Click in the break inserted :

Page Setup group of
Words: 83 | R E= T — 7
the Page Layout tab. = e e
Figure 16
Choose Text Wrapping.

Save the document.

Turn on the display of
formatting marks.

Your screen should be Although the bulleted list does not display as you want it in the Word

similar to Figure 16 document, the list wll indent appropriately when viewed in the browser. The
text wrapping break that was inserted before the paragraph stopped the text
following the break from wrapping around the object. The text wrapping
break character |4 is not visible unless you display formatting marks.
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Switch to the browser
window and click the
Refresh button to see
the revised version of
the Web page.

Additional Information

In Internet Explorer the
Refresh button is [*s].

Your screen should be
similar to Figure 17

WDWT1.16 Working Together 1: Word 2007 and Your Web Browser (
Word 2007

2 New Tour Presentations - Windows Internet Explorer

C1S A (23 Co\pocumerts and SsttingsiStursnt HameiMy Docoments|ATT Wik Pags|biss Tour Frassristions i

ER

= : »
(& New Tour Presentations ‘ | 5 v Bl v kPage - (G Took -

New Adventure Travel Tours

This year we are introducing four new tours that offer you a unigue opportunity to combine
many different outdoor activities while exploring the world.

»India Wildlife Adventure

#»Inca Trail to Machu Picchu
»5afari in Tanzania

> Costa Rica Rivers and Rainforests

Attend an Adventure Travel presentation to |
can experience the adventure of a lifetime. Find

!

Text does not wrap ’

n about some of the earth’s greatest unspoiled habitats and find out how you
t about presentation locations, dates and times.

Bulleted list
displayed correctly

around object

4 My Computer H100% ~

Figure 17
@ g

Inserting the text wrapping break stopped the text in the last paragraph
from wrapping around the object. Next, you will use the hyperlink to open
the Presentation Locations Web page in the browser.

www.mhhe.com/oleary ]




Click on the hyperlink.

If necessary, open the
tour Presentation
Locations tab.

Your screen should be
similar to Figure 18

¢ Tour Presentation Locations - Windows Internet Explorer

\ s v L C\pocumerts and Settingsistudent NameiMy DocmentsiATT Wb Page|Taur Locatians him M [#2] [ 2] [ive seard |[R]~

J — = ok > »
w ‘:‘aHgNew Tour Presentatiaris f2- B = b Page = (F Todls -

} {8 Tour Presentation Lacations % | ‘
|

Presentation Locations

Presentations are planned in major cities across the Unites States.

Click on the link to the city near you for information about specific locations, dates, and times.

> Boston
»Chicago

» Cleveland

» Denver

» Huston
#Kansas City
»Los Angeles
>New York

» Orlando

» Phoenix
»Seattle
*Washington DC

4 My Conmputer 0% v

[ Linked page opened in Browser ] Flgure 18

This page looks fine and does not need any additional formatting.

Click in the title bar to exit the browser program.

Close both documents and exit Word 2007.

. Making a Web Page Public

Now that you have created Web pages, you need to make them available
on the Internet for others to see them. The steps that you take to make
your pages public depend on how you want to share them. There are two
main avenues: on your local network or intranet for limited access by
people within an organization or on the Internet for access by anyone
using the WWW. To make pages available to other people on your
network, save your Web pages and related files, such as pictures, to a
network location. To make your Web pages available on the WWW, you
need to install Web server software on your computer or to locate an
Internet service provider that allocates space for Web pages.

Making a Web Page Public WDWT1.17
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Lab Review

WORKING TOGETHER 1
Word 2007 and Your Weh Browser

author WDWT1.2 HTML (HyperText Markup tag WDWT1.6
browser WDWT1.3 Language) WDWT1.2 Web page WDWT1.2

The Microsoft Certified Applications Specialist (MCAS) certification program is designed to measure your profi-
ciency in performing basic tasks using the Office 2007 applications. Getting certified demonstrates that you
have the skills and provides a valuable industry credential for employment. See Reference 2 MCAS Certification
Guide for a complete list of the skills that were covered in this lab.

command summary

J

Command Shortcut Action

) Office Button
Save/Save as Type/Web Page Saves file as a Web page document

Insert tab
Links group

+K Inserts hyperlink

Page Layout tab
Page Setup group

/Text Wrapping Stops text from wrapping around objects in a Web page
Page Background group

Adds selected color to page background

/Fi|| Effects Adds selected color effect to page background
. /
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Lab Exercises

% Easy

step'bY'Step % % Moderate
% % % Difficult

Adding a New Web Page %

1. You want to continue working on the Web pages about the new tour presentations for the
Adventure Travel Web site. Your next step is to create links from each location on the Presentation
s Locations Web page to information about each location’s presentation date and times. Your
completed Web page for the Los Angeles area should be similar to the one shown here.

U7
Sl

a. In Word, open the
Web page file Tour
Locations you
created in this lab.

£ Los Angeles Presentation Information - Windows Internet Explorer

= B2 CitDocuments and SettingsiStudsnt Namely DocumertsiATT Wish PagsiLos Angeles miht 0l 4[] [Live Tearc ==y |

20 AR = - = = : »
W 40| @ Los Angeles Presentation Iformation ‘ | P v B de v [2hpage » £ Tools -

5 @ e dlostmai Adventure Travel Tours

wdwt_LosAngeles. £

Save the document Vw
as a Web page to
the ATT Web Page Date Time Location Hetans @
folder with the January5  8:00p.m.  CrownePlaza Boardroom 8

file name LosAngeles February3  7:30p.m.  Airport Manor Flight Deck Room

and a page title March 8 800p.m.  Renaissance Hotel  Pacific Room

of Los Angeles
Presentation
Information.

Los Angeles Area Presentation Information

Contact Student Name at (909) 555-1212 for more information.

c. Change the page
color to a gradient
fill effect of your
choice. Change the
first title line to the
Title style and the ] T TG
second title line to
a Heading 1 style. Change the title lines to a color of your choice.

d. Increase the font size of the table to 12 points. Add color to the table headings. Enhance the Web
page with any features you feel are appropriate.

e. Two lines below the table, add the text Contact [your name] at (909) 555-1212 for more information.
Apply the Emphasis style to this line and increase the font size to 14 points.

f. On the Tour Locations page, create a link from the Los Angeles text to the Los Angeles page. Test
the link.

g. Resave both Web pages and preview them in your browser. Print the Los Angeles Web page.
h. Exit the browser and Word.

Lab Exercises WDWT1.19
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Lab Exercises

Converting a Flyer to a Web Page % %

2. The Westbrook Parks and Recreation Department has asked you to modify the Celebrate Bikes
article you created and convert it into a Web page to add to the Web site. Your completed Web
page should be similar to the one shown here.

a.

¢

Open the file Bike
Event you created in
Step-by-Step

Exercise 2 in Lab 1.

Convert the article
to a Web page and
save it as Celebrate
Bicycling in a new
folder. Include an
appropriate page
title.

Apply a page
background color
effect of your
choice.

Change the text
wrapping style of
the graphic to
square. Move the
graphic to the left
of the title. Left-
align the title and

£ Celebrate Bicycling - Windows Internet Explorer

" =[] c\pocuments and Settingsistudent NameiMy DocumentsiBicyclinglCelebrate Bicyelng htm

o] [##] (] [ove

- &

AT | @ celbrate Bicyeling | vk~ i Page - () Tools -

Celebrate Bioycling?

May is National Bike Month, so take out your bicycle, tune it up, and get a breath of fresh airl
And plan to take part in Celebrate Bicycling Sunday on May 8th to learn about the benefits of
bike riding and bicycle safety.

Businesses and organizations participating in the event are all “related to biking in Westbhrook
and most of them are involved in the development of the trail system” says event director Mary la Miller.

As part of the activities on this day, the Westbrook parks and Recreation Department is spansoring a bike ride from the West
Avenue YMCA to the Main Street Park. The ride begins at 11 am.

At the end of the bike ride, stay for the fun and informative activities in the park. Activities include a bike safety program,
entertainment, and food booths. The Safe Route to School program will work with parents and children to find the safest route
to either walk or bike to school.

Registration is free and available by calling Student Name at (603) 555-1313, visiting the YMCA during re[@' business hours or
beginning at 10am on Sunday at the YMCA.

J My Computer HAO0% -

increase the size of the title to 36 points. Size and position the graphic appropriately.

Delete your name and the date from the document. Add [Your name] at before the phone number

in the last line.

f. Save the Web page. Preview the page in your browser. Adjust the layout as needed. Close your
browser. Resave the Web page.

g. Print the Web page.

WDWT1.20
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Advertising on the Web * % %

3. You would like to advertise the grand re-opening of the Internet Café on the Web. You plan to use
the information in the advertisement flyer you created as the basis for the Web pages. Your
s completed Web pages should be similar to those shown here.

S
St

£ Grand Re-Opening Announcement - Windows Internet Explorer

v = | {4] c:\Documents and SettingsiStudent NameiMy DocumentsiDownTown Internet CafelCafe Fiyer.htm ¥ [ *r X =5 |[2 ]~

T TR O = »
U 47 | 8 Grand Re-Opening Annauncerment ‘ | fi - B v [Ehpage - GhTook -

Grand Re-Opening Celebration
Downtown Internet Café

Your Newly Remodeled Neighborhood Coffee Shop

Stop on by and enjoy an excellent dark Italian Roast coffee, premium loose teas, blended
drinks and quality light fare of sandwiches, pitas and salads.

Starting Friday, September 1% and continuin, all week through Sunday, September 10" we will take 15% off all cappuccino and
blended drinks. Plus take S2.00 off any sandwich order.

So enjoy a drink and use our FREE WIFI to get online with the fastest connection in the neighborhood!

2314 Telegraph Avenue @

Café Hours: Sunday —Thursday 8:00a.m, to 9:00p.m. Friday and Saturday 8:00a.m. to 12:00a.m.

72 Your Neighborhood - Windows Internet Explorer E”E]@

- B8] c:\Documents and SethingsiStudent NamelMy Documents\DowrTown Internet CafelCafe Locations.htm bl Ihe Al || 2]

Student Name-Date

[ E: >
P | @ vour Neighbertood | | T~ B v |[ZhPage v & Took ¥

Café Locations

251N ILLINOIS ST #223 INDIANAPOLIS, IN 46204-1927
44112 LINCOLN WAY E MISHAWAKA, IN 46544-4022
210 N GREEN RIVER RD EVANSVILLE, IN 47715-2405
1597 W GLEN PARK AVE GRIFFITH, IN 46319-3703
<112 E MAIN ST MADISON, IN 47250-3459

% 65 N GRANT ST BLOOMINGTON, IN 47408-4026

J My Computer # 100% ~

Done
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Lab Exercises

a. Open the file Grand Re-Opening you created in Step-by-Step Exercise 3 in Lab 1. Convert the
document to a Web page, add a title of Grand Re-Opening Announcement, and save it as Café Flyerin a
new folder.

b. Delete the graphic. Insert the image wdwt_Coffee. Change the picture text wrapping style to
square. Move the picture to the left of the three title lines, as shown above, and size it
appropriately. Left-align the three title lines.

c. Save the changes.

d. Open the file wdwt_Café Locations. Save the document as a Web page to your Web Page folder with
the file name Café Locations and a page title of Your Neighborhood.

e. Create a link from the text Your Newly Remodeled Neighborhood Coffee Shop in the Café Flyer page to
the Locations page. Test the link.

f. Enhance the pages with any features you feel are appropriate.

g. Resave the Web pages and preview them in your browser.

=

. Print the pages.
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