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WebCT CONVERTING POWER POINT FILES TO

HTML FORMAT

You can convert your Power Point file to HTML format. By converting your Power Point
you can reduce the file size and also keep the image quality the same at the Power Point

presentation.
To save your Power Point as a web page, complete the following steps:

1. Open the Power Point file that you would like to convert in the Power Point program.

2. Select File > Save as Web page. The Save As screen appears:

e — 2 x|

Savein: I[:l Powerpaint1 j L] | @ }( ﬁf +* Tools -

ﬁ’

My Documents

Save a copy and customize its contents m'

———————

Page: title: Unit One: Getking Started Change Title, ., |
File name: IIecturelZlhtm j & save I
Save as bype: [web Page (*.htm; * hml) | Caricel |
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3. Enter a file name for your presentation.

Note: If you have any illegal characters in the filename of your Power Point presentation (i.e.
,I*$"%S$#@!) you presentation will not be viewable in a web browser.

4. After you have entered a file name, click the Publish button. The Publish as Web
Page screen appears:

Publish as Web Page ilil

—Publish what?

) Complete presentation

= Slide number I E thraugh I E

| Custom show: I j
1. Choose your
Displ b3 : . Web Options. ..
2. sgle; fgij PEsEEIEES Web Options ™~ —— 1" |
browser support
'{J;g suppark

—Bra
\\ ¥ Microsoft Internet Explorer 4.0 or later (high Fidelity)
" Microsoft Internet Explorer or Netscape Mavigator 3.0 o later
" all browsers listed sbove (creates larger Files) 3. Change the
Page ;I'Itle

4. Browse to choose
where to save

Page title:  Unit One: Getting Starked the _html file \ Change. .. |

File name: IISettings'l,u:nimmu:u'l,Deskl:u:up'l,F‘u:uwerpu:uint1'l,IecturelE.htm\ Browse, ., |

@ | ¥ Open published Web page in browser: Publish I Cancel |

™ 5. If you would like to
preview the Web page,
select this option

—Publish a copy as

Selecting the Web Options

Select your Web Options, and then select the browser options and file directory.
To accomplish this, complete the following steps:

1. Select the Web Options button to choose your appearance, files, and target monitor.
The Web Options screen is displayed:
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Weh Options 7] x|

Generall Files IF‘iu:I:ures Encoding

Appearance

v add slide navigation contrals

Colors; Black kexk on white Sample

[ show slide animation while browsing

¥ Resize graphics to fik browser window

(0] 4 I Cancel

On the General tab, make sure that Resize graphics to fit browser window is checked
on this screen.

If you would like to insert the navigation controls option on your presentation, select
the Add slide navigation controls.

Click on the Files tab, the Files screen appears:

Web Options d A

General Files | Pictures | Encoding |

File narmes and locations

[ ¥rganize supporting files in a Folder

¥ Use |ong file names whenever possible

[ Update links on save

Default editar

[ checkif Office is the default editor for Web pages created in Office

I I Cancel

Make sure that Use long filenames whenever possible is the only thing checked on
this screen.

Click the Pictures tab, the Pictures screen appears:
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Weh Options 7] x|

zeneral | Files EF‘icturesEl Encoding

File Formats

[~ Rely on ML For displaving graphics in browsers
(Recommended For Microsoft Inkernet Explorer 5.0 or laker)

[ allow PNG as an oukput Format

Target monibor

Screen size: 00 x a00 j

(0] 4 I Cancel

7. Make sure that both check boxes are unset and that the Screen Size is 800 X 600.
8. Click OK.

You will be taken back to the Publish screen. You will then need to select the rest of
the Publishing options.

9. Under Browser Support make sure you select either the Microsoft Internet
Explorer or Netscape Navigator 3.0 or later option.

10. Select the Change button under Publish a copy as to set your Page Title.

11. Click the Browse button to save the new files on your computer.

Note: When the PowerPoint presentation is saved as HTML, it creates multiple files (between
20 and 80 depending on how long your presentation is). Make sure to save the presentation to
an empty folder.

12. Check Open published Web page in browser, if you would like to preview the web
page as soon as it has been created.

13. Click the Publish button on the Publish As Web Page screen. The Power point
program will create the HTML files in the folder you previously specified.

14. Open the directory that the files are saved in, it will look similar to the screen shot
below.
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Mame + _
Bu:ursellinu:u_Tu:umatu:u_Sauu:;FEEw"?
@Bn:nrsellinn:n_Tn:nmatn:n_Sauce_I:nutI:n:-ns.giF
@Bu:ursellinu:u_Tu:umatu:u_Sauu:e_-:IsIdElElD4_imageEIEIE.giF
E:lEh:ursellinu:u_Tu:umatu:u_Sauu:e_erru:ur.htm
Borselino_Tomato_Sauce_Filelist, xml
EﬂEh:ursellinu:u_Tu:umatu:u_Sauu:e_Frame.htm
"-éilEh:ursellinu:u_TDmatD_Sauce_FuIIscreen.hI:m
EﬂBu:ursellinu:u_Tu:umatu:u_Sauce_masterDE.htm
"-éilBn:nrsellinn:n_Tn:nmatn:n_Sauce_masterD4.htm
Borselino_Tomato_Sauce_master04, xml
@'Eh:ursellinu:u_Tu:umatD_Sauce_mastertl4_imagetltl1 .gif

orselino_Tomato_Sauce_master04_skylesheet, css
.EjBu:ursellinu:u_Tu:umatu:u_Sauce_masterDS.htm
Borselino_Tomato_Sauce_masker0s, xmi
"-éilEu:ursellinu:u_Tu:umatu:u_Sauce_nutline.htm
Bu:ursellinu:u_Tu:umatu:u_Saw:EJ:ures.xml
Bn:nrsellinn:n_Tn:nmatn:n_Sauce;nreview.me
@BDFSE"inD_TDmatD_SaLIEE_SEript.jS
"-éilEh:ursellinu:u_Tu:umatu:u_Sauce_indeElElEl1 .hEm
@Bl:ursellin|:|_TDmatD_Sauce_slideDDDE.htm
’#ﬂBu:ursellinu:u_TDmatD_Sauce_indeDDDS.htm
EﬂBu:ursellinu:u_Tcumatu:u_Sauce_indeElDD4.htm
E&pspbrwse.jbf
@ Zipped.zip

Note: If you have selected the Open published Web page in browser in the Publish as Web
Page screen, you will be able to see the file that is the calling up the HTML pages. Usually, it
will be the main .htm file.

Zipping Your Files to Upload to WebCT

You will now need to upload these files into WebCT. The easiest way to get these files
into WebCT is to zip them into one file. To accomplish this, you need to have some
compression or zipping software like Winzip www.winzip.com installed. A free
evaluation download is available from the web site above. Below is a demonstration of
how this is accomplished with WinZip.

To zip the files, complete the following steps:

1. After WinZip is installed, navigate to the folder where the PowerPoint presentation is
saved.

2. Highlight the files in the folder.

3. Click with the right mouse button over the files and the menu will appear:
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Open

Scan for Viruses., .,

Dpen Wikth »
I'-@ WinZip k L@ Add to Zip file...
&3 Add ko Powerpaoint, zip

Send T

Sese B3l Add to recently used Zipfile  »
Zuk 3 Zip and E-Mail Powerpoint, zip
Copy 3 Zip and E-Mail Plus. ..

Configure

Create Sharkcouk 2
Delete
Rename
Properties

4. Select Add to Zip, and click the left mouse button. The add screen appears:
X

Adding 22 files
Add to archive:
IE:"-.P':::werpDint_fiIes ﬂl

Mew... Open... | Help |

Action:

I.-'-‘-.u:h:l [and replace] files j

Compreszion;

I Maormal j

fAultiple dizsk zpatming
I[remuvable media anly] j

— Options
[ Save full path info
™ Store filenames in 8.3 format

— Attributes
[ Include anly if archive attribute iz st
[T Reset archive attribute

¥ Include system and hidden files Pazzward...

5. Enter a name for your zip file by typing it at the end of the archive path.
6. Click Add.

7. The files are zipped and you should see a screen similar to the one shown below:
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1] winZip (Evaluation ¥ersion) - Powerpoinkt.zip I ]
File Actions ©Opkions Help
2w Q@
Ml Cpen Favorites Add Extract Wig Checkout  \Wizard
Marne | Modified | Size | Rakio | Packed | Path
Borselino_Tomato_Sauce_master0d_stylesheet,css i 2002-11-11 05:56 4,543 6% 646
@Eh:urse|Iinu_Tu:umatu:u_Sauce_I:uuttDns.giF 2002-11-11 08:56 1,834 35% 1,193
@Eh:urseIIin0_Tu:umatu:u_Sauce_dsIdDDD4_imageDD2.giF 2002-11-11 0356 3,277 1% 3,244
ﬁjB|:|rselIinu_Tumatu_Sauce_error.htm Z002-11-11 0&:56 741 45%n 405
Barseling_Taomato_Sauce_Filelist, =l 2002-11-11 03:56 1,309 1% 255
@Eh:urselIinu_Tu:umatu:u_Sauce_Frame.htm 2002-11-11 05:56 1,401 59% 530
:éjBu:urselIinu_Tu:umatu:u_Sauce_FuIIscreen.htm Z002-11-11 03:56 5ga 45% 316
:éjBDrselIinD_TDmatn_Sauce_masterD2.htm 2002-11-11 03:56 5,883 7% 1,239
:éjBu:urselIinu_Tu:umatu:u_Sauce_masterD4.htm 2002-11-11 08:56 1,968 4% 704
Borselino_Tomato_Sauce_masker0d, xml 2002-11-11 0356 13,054 5% 1,818
@Bu:nrseIIincn_T|:|rnatD_Sauce_mastertl4_imagetltl1 .gif Z002-11-11 0&:56 7,306 0% 7,306
@Bu:ursellinu_Tu:umatu:u_Sauce.htm 2002-11-11 03:56 2,634 S5% 1,151
:éjBu:urselIinu_Tu:umatu:u_Sauce_masterDS.htm 2002-11-11 05:56 1,870 4% 632
Borselino_Tomato_Sauce_masker0s, xml Z002-11-11 03:56 13,107 BE% 1,840
:éjBnrse|IinD_TDmatn_Sauce_DutIine.htm 2002-11-11 03:56 13,125 TE% 3,201
Borselino_Tomato_Sauce_pres.xml 2002-11-11 08:56 2,405 B7% 792
Borselino_Tomato_Sauce_previsw, wmf 2002-11-11 0356 11,058 T3%: 3,022
Bu:nrseIIinu_Tumatu_Sauce_script.js 2002-11-11 08:56 28,759 F1%a 8,276
:éjBu:urselIinu_Tu:umatu:u_Sauce_slideDDD1 Rk 2002-11-11 03:56 10,732 0% 2,153
:&jBu:urselIinu_Tu:umatu:u_Sauce_slideDDD2.htm 2002-11-11 05:56 5,971 A% Z,002
:éjB|:|rselIinu_Tu:nmatu_Sauce_indeDDDS.htm Z002-11-11 03:56 7,674 T3% 2,073
:&1BDrselIinD_TDmatn_Sauce_slideDDD4.htm 2002-11-11 03:56 5,615 65% 1,962
1 I |
|selected 0 files, O bytes Tatal 22 files, 137KB @ 2

screen.

8. You can close the window by clicking the X in the upper right hand corner of the

9. Navigate to the folder where you saved your html files. You should see a .zip file in

the directory. This file contains a compressed version of the files in your folder you

will need to upload into WebCT.

Uploading the Presentation into WebCT

SCreen appears:

To upload the presentation into WebCT, complete the following steps:
1. Click Control Panel button in the top left-hand area of the WebCT page.

presentations since the conversion process creates multiple files.
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3. You will want to create a new folder in WebCT for each of your PowerPoint

2. Select the Manage Files option under the Basic Control Panel. The Manage Files
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10.

11.

After naming your folder, create Create. You are now ready to upload the
presentation.

Under Options:File, select Upload.

Select your Destination folder and click Browse to locate the .zip file you created
earlier.

Test Course

Homepage = Basic Control Panel = Manage Files = Upload File

Upload File
Mote: Depending on the file size and networl connection, this process may take several
rminutes,

Filename: Cihvdownloadszipped.zif [Browse. |
Destination folder: | My-Files w

I.Iplu:uau:l| Canu:el|

Click Upload.
After a few seconds, the .zip file will be uploaded into the directory you selected.
Navigate to this directory in WebCT and place a check mark next to the file.

M Alecturel

After adding the check mark next to the .zip file, navigate to Options: Files select
Upzip.

:r“'-:-'};.-r“J Designer Options \
Homepage = Basic Control Panel = Manage Files

Elmobydick_question.doc UGS June b, £U LU WIS i 1 aiies
— | Ia indicates multipls
F] gl Eimysteryrockl.jpg 11850 June 6, z0  allowed.
F gl Birmysteryrocks.ipg 8996 June &, 20 Options: Files

) Create file
O Q) Bimysteryrocka jpa 15459 June &, 20
I+ Edit
O Q) Bsyllabusi html 3216 June 6, 20
F4 Delete

Etectonic.html 2211 June &, 20

D gl ' " Copy
tutorial_syllabus.html 7114 March 16
O Q) BEtutorial_syllabus hitrn , e Move
O &) Bivaniom.jpg 33424 June 6, 20 I Rename
] 3] Elwebct_query.csy 347 March 12, g Zip
3] Eizipped zip 1odsse Aporil S 20 e |4 (nzip
[] [ chat Upload
| [ Lectures < Download
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12. You will be prompted to select where you want the .html files to be stored.

13. After selecting the destination folder of the files, click Unzip.

Note: If you have any illegal characters in the filename of your PowerPoint presentation
(,./&"%$#@!) you will get an error message if you try to upload a file with any of the illegal
characters or spaces
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