Chapter 1 1

Web Design in MS Word

In this chapter, we will learn the following to World Class Standards:

Understanding Web Design

Storyboarding the Web Page

Opening and Saving the Document as a Web Page
Changing the Font and Font Size

Adding a Hyperlink

Inserting an Image

Inserting an Indented Bulleted Information
Creating a Mail To Hyperlink

Inserting a Copyright Statement
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Understanding Web Design

For most web designers, we start with learning Hyper Text markup Language or just plain HTML. In
learning this form of coding that allows anyone to read our documents over the Internet, we have to
learn how to arrange the code, so our words and images successfully transmit to another computer.
However, there are programs such as Adobe Dreamweaver that allow the programmer to type on the
web layout page and the code is written for us. Microsoft has done a similar task for us, and we can
convert any Word document into an Internet ready file by saving it as a web page. In this lesson, we
will start with a simple file that all web designers should create; the web designer’s page.

When designing for the web, we want to use techniques we have learned in previous lessons, but now
several documents should have a uniform appearance, so the web browser is convinced that the
presentation is coming from a professional organization. We avoid working on the title page or
homepage since it is somewhat complex for a new web designer, so we will save that page for our
fourth web document. We need time to practice with constructing simpler templates so we can learn
quickly and make progress on our project at the same time. Since web projects can take a
considerable amount of time than creating regular documents, we will want to work from simple to
complex, so less experienced designers do not lose interest.

We would want to caution the new web designers who are making their first web page. Do not feel
that you need to erase your work and continually start over again. Less practiced designers will delete
their work because they believe that the page is acceptable. In the web design field, wait until the
work is done and then let a focus group review the entire project. Record their comments, and decide
what modifications we need to make. A single designer might not like their original concept, but web
browsers do. Learn to listen to the people who read our Internet documents.

Storyboarding the Web Page

We can begin the storyboard
process by jotting down a few . . .
ideas on a piece of paper. For Ohlﬂ DIQITG| Art
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Figure 11.1 — Initial Storyboard
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Many times, we will open applications like Microsoft PowerPoint and make our storyboard in that
software, where entities are easy to move around. We can experiment with different font styles and
sizes to arrive at a solution.
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Figure 11.2 — Storyboard the Web Page

When we decide on what
images we would like to have
on our web page, we will go | @ - 0 T _ sen e [T
to our Word Document folder
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Figure 11.3 — Making a Web Project Folder
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Opening and Saving the Document as a Web Page

Open a new Word document and save the file by clicking on the Save tool on the Standard
toolbar that is located at the top left of the program. The Save As window will appear in
the display. We can save the file into a folder we have already created.

Save the document with a [ESS. PIX
description, that tells us what Savein | () web_project ~ @ @@ X ci - Tods-
the document is about without | > || hame ] size Type
having to open the file. Type | memes | 207, T
“web_designer_biography” as e
the file name and then change L%
the file type to “Web Page” as S
shown in figure 11.4. When e,
we save a web file, we create || #y bocuments
document titles that are all
lower case and we USE | oo
underscore ( _ ) when we need )
a space between words. e
Flaces
|l - — — 3|
Page title:
File: pame: g\_{veb_designer_biography o ;'
| save as type: [web Page ] Cancel _
word Document ~ .

#ML Docurnent

Single File Web Page :
‘web Page, Filkered

Document Template M

Figure 11.4 — Save the Document

Changing the Font and Font Size

On the left side of the Formatting toolbar is the anicothic Lt eI G EERRA I o |
Font Listbox. The default font and size for T Arial Unicode MS A
Microsoft Word 2003 is Times New Roman with | _EankGoTHic LT 5T
a font size of 12. We are going to change the font i %;mﬁgg;m Mo BT

to BankGothic LT BT and the size to 70. Begin T Book Antiqua

by clicking the top left drop-down arrow of the % Bookman Old Style

font Listbox to select the font style. The font T Bookshelf Symbol 7 - 47 1 1980
styles are in alphabetical order so scroll down igApTMN HOWDY

until we see BankGothic LT BT and select it g c;ﬁﬁ;j’ Cothie

(Figure 11.5). After picking the style, click the % Chesterfield

drop-down arrow to the right of the font style box T CityBlueprint Ab( JEFh) v

and select a font size of 70.

Figure 11.5 — Selecting “BankGothic LT BT”
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Now, we will type the website name at the top of the page. Our website is about the organization,
“Ohio Digital Art”.

1 B e e L B | e I i T 1 e el T AR R

HIO DIGITAL ART

Figure 11.6 — Typing the Banner Name for the Website

Adding a Hyperlink

Next, we will type in the word
“Home” with Arial font and at
size 12. Highlight the word Home
and right click on the shaded area
and a popup menu will appear.
Click on Hyperlink as shown in
figure 11.7.

The Insert Hyperlink window will
appear on the graphical display
and we will type “index.html” at
the Address textbox. If we already
had the webpage completed, we
could select the page form the list
of web pages in the web project
folder. To complete the hyperlink
task, pick the OK command
button and a blue line will appear
underneath the blue word Home.

OHIO DIGITAL ART
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Figure 11.7 — Typing the Banner Name for the Website

Insert Hyperlink
_.@ Loak.in: |j web_project vl . E
|Existing File or | F—— = . .
] (f:grlgent |5 staryboard_files
g QIgE (& ~$b_designer_biography Target Frame. ..
il f@ web_designer_biography
Flace in This | - -
Docurnent Browsed
Pages
&
Create New Recent
Diacurment Files
Address: Ei-ndex.html \7
| E-mnail Address
[ Ok ] [ Cancel

Figure 11.8 — Typing “index.html” for the Hyperlink
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Inserting an Image

PDraw~ g | Adtoshapes- N\ N OO M Al 2 Bl|&@| B - 2- A-==2 @ Ij!

Page 1 Sec 1 11 ; el =R EE 4
Insert Pickure

Figure 11.9 — Inserting Picture on the Drawing Toolbar

Press Enter twice to get the cursor R e
two rows below the Home lockin: | ) images
hyperlink. We are going to add a >
portrait of our web designer, so T
we will first select the Picture Boruments
tool on the Drawing toolbar. The

i v Tools =

command will take us to the Desktop
Insert Picture Window that -
contains files of all of our L/

pictures.  We will select the
portrait from the image folder in -
our web project folder. Click on || my computer
the Insert command button and

the picture will enter the web by ook | Flemame: | ¥ [ e H
page fhtey | Files of type: |nIIPictures v| Cancel ;

Figure 11.10 — Inserting a Portrait Image

Just to the right of the portrait, we

will type, “anout e wen| HIO DIGITAL ART
Designer, John Smith” using the | tame

same Arial font at size 12. The
web page should appear as shown
in figure 11.11.

ADoul the Web Designer, Jahn Smith

Figure 11.11 — The Image and Text

Inserting an Indented Bulleted Information

Below our next entry, we will add a bulleted list describing software application in which we are
proficient. To do this, we must go to the Bullets tool on the Formatting toolbar and a single round
bullet will appear. For our web page, we will select the small round bullet, so we right click on the
bulleted line and select Bullets and Numbering from the Menu. The Bullets and Numbering window
will appear. Select the round bullet and press the OK command button. Now, we need to enter all of
the applications. To start a new bullet, all we need to do is hit Enter. To end the bullet command so
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that we can enter a new sentence, all we need to do is unselect the bullet command and then repeat the
formatting we used earlier to enter the new information.

John Smith iz in hizs freshman year and will
applications.
LBl dll== = = 1= | [= +«  Adobe Photoshop
+  HTRL Weh Development
+  Adobe Dreamweayverd2
+  Adobe Flash
Figure 11.12 — Bullet Tool Figure 11.13 — Bulleted Information

We indented the bulleted list by highlighting the | «+— [F=] -= [= ab
four bullets and we press the Increase Indent | = Ji= |£5 | 5F || Al B !
tool on the Formatting toolbar as shown in w Al 7| — W

figure 11.14. A i | 24 L"*‘l‘Iru:rEElse Iru:Ienl:|

Figure 11.14 — Bulleted Information

We type in the websites we wish to design for our second bulleted list following the same techniques
we have just learned. Our webpage should appear as shown in figure 11.15.

About the Web Designer, John Smith

John Smith iz i his freshman year and will earn a two-year degree in graphical design from Bradford School in Columbus specializing in digital design. John is certified in the following types of software
applications.

= Adobe Photoshop

= HThiL Web Developmert
+  Adobe Dreamweaverd2
+  Adobe Flazh

Although this is John's first website, John plans to specialize in these types of web development projects:

* Professional Sports
+  College Sports

+  High School Sports
= Amateur Sports

Figure 11.15 — Indented Bulleted Information
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Creating a Mail To Hyperlink

Next, we will type in the next sentience stating that we can contact John Smith. Highlight the web
address and right click on the shaded area and a popup menu will appear. Click on Hyperlink as

shown in figure 11.16.

_ About the wWeb Designer, John S

dh | Cut
=3 Copy
John Smith iz in his freshman year and will earn a two-year degree in graphical ds I:_gﬁ Paste al
applications. B
A Fort...
+  Adobe Photoshop .
+  HTKL Wieh Development =y Paragraph...
: iggg: El;lesahmweavergz = Bullets and Numbering. ..
| ﬁ,_;, Hvperlink. ..
Afthough this is John's first website, John plans to specialize in these types of w E
il Look Up. ..
+  Profeszional Sports
+  College Sports S¥nanyms .
+  High Schoal Sports 1’}& Translate
*  Amateur Sports
Select Text with Similar Formatting
To dizcuzs John waorking on & project for youw, email him st Eyliigleiginte =]y gy
Figure 11.16 — Adding a Mail To Hyperlink
The Insert Hyperlink window will _
appear on the graphical display SIS ?IX
and this time we will pick the | tnkts 1o todsplar maikosjmih@otiodaislat.com |
icon Email Address on the lower 5 | Emal addess;
left of the window. Go ahead and | Btrarieer ;”-"-_f?tbf,sur_“ith@a”°d‘g‘ta'a“'c""’ |
type  the email  address - e
&

jsmith@ohiodigitalart.com on the
E-mail address textbox. We can
see the recently used emails in the
list box at the bottom. To
complete the hyperlink task, pick
the OK command button and a
blue line will appear underneath
the blue word Home.

Document

H

Zreake Mew
Document

| E-mail Address |

Flace in This | Pecenthy used e-mail addresses:

QK ] [ Cancel

Figure 11.17 — Adding a Mail To Hyperlink
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mailto:jsmith@ohiodigitalart.com

Inserting a Copyright Statement

Add a copyright statement for the
web page as shown in figure
11.18. To create the copyright
symbol type “( ¢ )” and the
symbol will automatically appear.

Whenever we need a symbol that
is not on the keyboard, we can
open up the Symbol window by
picking Insert on the Menu bar
and selecting Symbol. The
Symbol window will appear as
shown in figure 11.19. There are
two tabs at the top of the dialogue
box, Symbol and Special
Characters. To  access the
copyright sign, pick the Special
Character tab.

Common business signs such as
copyright, trademark, and
registered are shown on this tab as
seen in figure 11.20. To insert the
copyright symbol, you could
highlight the line as shown and
press the Insert command button
and the copyright symbol will
appear in the web page document.

at jzmith@ahiodigitalart .com

Copyrinht, @ 2009 by Ohi Dicital 411, A1 Rihts Reserved

Figure 11.18 — Adding a Mail To Hyperlink

Symbols | Specisl Charackers
Font: ﬁimes NewRomsn J_i Subset E_B_iuc_Latm ____:r_ ||
|.r__ = #__ O} __&._ I_TT_.E___I__ ﬂ - __FI_E 3
3]4]5]6]7]8]9]:]|:[<[=]>]?|@|A|B|c|D|E
FIGIH|T|J|K|[LIM|N|O|P|Q|R|S|T|U|V|W|X
IY[Z|[]' T lalble|d|e|t|g|h|1|] |k
ée_ce”t.lf_.use_d.5?'_".'?‘”'5: e e
el -] x |z |Qlu]|N| 2ol =] /|1 |2|O]A
SPACE Character code: 0020 | from: |£ode_(h__ex}:v_!
[ autocorrect... | [ shortcutkey.. | Shorteut key:

[ meet | [ cancel |

Figure 11.19 — Adding a Mail To Hyperlink

§ymbolsi Special Characters |

Characker: Shorkout key: I

| — Ermn Dash Ale+Chrl+-Murn - A | |
E En Dash Crl+Murn - n
- Monbreaking Hyphen Chrl+_
S Optional Hyphen Chrl+- |
Em Space
En Space
1/4 Em Space |
| 5 Monbreaking Space Ctrl+5Shift+Space
| Copyti Ale-Chr4-C
® Reqistered Alt+CErl+-R
& Trademark AltHChr4T
g Section
1 Paragraph
Ellipsis Alt+Crl+,
Single Opening Quote Chrl+,"
Single Closing Quote Chrl+,'
_ Double Opening Quate crit,) -

SutoCorreck, ., ] [Shortcut Key. ..

[ Insert ]I Cancel

Figure 11.20 — Adding a Mail To Hyperlink

The finished web is shown in figure 11.21. We can double click on the file in the web project folder
and the document will open Internet Explorer or our other web browsing software for viewing. If we
double click on the email link, your email application will open and a new email will launch with the

email address in the mail to box.
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To practice for simple web page construction, we can make FAQ, Privacy Policy and About Us
pages, which are simple to put together. The finished biography is shown below.

= C:Wocumenis and Sclling=\IM) esklopWord Documentsbweb_projectvweb_designer_biography. him - Windows Internel Explorer

|;._:.' . _E. CiiDocurnmehs sl Seblnos sl T eklop Word Dooumentslweb_projeclivel_decigress_bicoraphe. im A | g | D E} F=a
! Fie Edl iew Favoites Took  Help x & -

| Droaments amd Seltirgs DadiDeshlo Word Docu . -8 o e ke B e e T

OHIO DIGITAL ART ]
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Joim Smith s in his ieeshman yesr 80 will eam & o-year degree in graphical design from Bradiond Sohool in Columbus spedializing in digiial design. John ks oenified in the followieg rypes of softewe
applicatans

= Aok Photoshop

= HTHL Wl Davalopmant

= Aok Draamweave 32

= Aok Flash

Althaugh thi i JoRes St wahits_ John plans 10 ipacislioe in thess T of wab Sawslonment paogso

= Probmsional Sgorts
= Coollage Spobs
= [High Gl Spals
= At Sporls

T discuin Joke wosing on & peoject for you, el Fim 82 GenithiSohiodigitalart com

Copyright B 2000 by Chis [ngitsl At A1l Highe: Ressnesd

i My Compubes fa - Hew -

Figure 11.21 — The Finished Web Page

*World Class CAD Challenge 30-10 * - Create a simple web page in the web project folder that
has a regular text banner, a hyperlink to the home page, a single image, bulleted information, a

mail to link and a copyright statement. Repeat this exercise at least two more times to maintain
your World Class ranking.
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