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Web Integration: Posting an Online Resume


Web Integration: Posting an Online Resume

Overview

In this lesson, students will experience how Word 2003 makes interacting with the Internet easy as they post a resume to the Internet. They will learn how to easily create professional looking documents, such as resumes and form letters, using wizards. Different options with the Save As command will be explored, including saving documents to different file formats like .txt and .rtf. Special Web page design considerations will be discussed so that Web page visitors can easily and comfortably read students’ resumes. By applying themes, students will learn how to easily and quickly add color and visual variety to Web pages to make them more attractive. Students will also learn how to insert different types of hyperlinks into their documents so users can easily jump from place to place. Students will learn the technique of frames and, finally, they will learn how to save and edit a Web page using Word and how to publish a Web page using Web folders.
Lesson Topics

	Working with Document Wizards
· The Resume Wizard
	Understanding the Save As Command
· Creating Folders from within Word
· Renaming Folders
	Exporting Documents to Other File Formats
· Document Export Example

· Some Popular File Formats

· Format Converters

· Limitations of File Formats

	Working with Design Considerations for Web Pages

· Fonts

· Screen Resolution

· Page Backgrounds

· Background Colors and Fill Effects

· Download Speed
	Applying Themes

· Adding Color and Visual Variety to Web Pages
	Saving Documents as Web Pages and Editing Web Pages in Word
· Web Page Preview

· Save as Web Page

	Creating Hyperlinks

· Types of Hyperlinks
	Using Frames
· Example of a Frame
· Inserting and Modifying Frames
· Multiple Frame Document Files
	Publishing Web Pages

· Publishing Methods

· Naming Web Pages

· Using an FTP Program

· Using Web Folders




	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 45 min
	15 min
	45 min
	30 min
	4 hrs 15 min


Preparing for this Lesson

A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Working with Document Wizards
	· The Resume Wizard 
	Notes
· Introduce the concept of wizards and explain how they are useful.
· Show how to open the Template dialog box and how to navigate to the different options.
· Demo the Resume Wizard and answer all of the questions to create a resume.
· Finish the document by filling in the bracketed areas.
Questions

· Ask: Why use a wizard?

· Ask: What other wizards have you used?

· Ask: Do different applications use different wizards?

	Understanding the Save As Command

	· Creating Folders from within Word 
· Renaming Folders 

	Notes

· Explain the options available with the Save As command.
· Using Save As, save a copy of a document.

· Using Save As, create a new folder.

· Using Save As, change the name of an existing folder.

· Using Save As, delete a file.
Questions

· Ask: Why use Save As instead of Save?

· Ask: Have you accomplished such tasks in other software? Give details. 

	Exporting Documents to Other File Formats
	· Document Export Example 
· Some Popular File Formats 
· Format Converters 
· Limitations of File Formats 

	Notes

· Define native file format.
· Tell a scenario of saving a file in a non-native format.

· Describe the file formats of text only, rich text format, and Web page. 
· Discuss the problems with exporting files (format converters and file format limitations).
· Export a Word document to RTF file.

Questions

· Ask: Why might you export files?
· Ask: What problems might you encounter with each format type?

· Have students compare a specific Word document to its RTF version and note differences, if any.

· Have students brainstorm other software programs and their associated native file formats.

	Working with Design Considerations for Web Pages
	· Fonts 
· Screen Resolution 
· Page Backgrounds 
· Background Colors and Fill Effects 
· Download Speed 
	Notes
· Explain the reasoning behind using basic fonts when designing a Web page. Show how various fonts will appear in your Web browser program.
· Discuss screen resolution and easy viewing of a Web page. Demo how to check the resolution setting of the computer display.
· Demo a difficult to read page background and then an easier, more comfortable one.

· Explain the relationship between download speed and the number of images on a Web page.
Questions

· Ask: Would Arial font be a good choice for the font of a Web page?  Why or why not?

· Ask: Why is screen resolution important?

· Have students find examples of good and poor page backgrounds on the Internet.
· Ask: Why is download speed important in Web design? How can you improve the download speed?

	Applying Themes
	· Adding Color and Visual Variety to Web Pages 
	Notes

· Introduce themes.
· Apply a theme to a document. Refer students to the Quick Reference table for more information.
Questions

· Ask: Why might you use themes instead of formatting a document yourself?

· Ask: Do you have a preferred theme? Why do you like that one?

	Saving Documents as Web Pages and Editing Web Pages in Word
	· Web Page Preview 
· Save as Web Page 

	Notes
· Explain how to save a document as a Web page in Word and emphasize that it cannot be done from the Save As dialog box. Refer students to the Quick Reference table in the text.
· Preview a document as a Web page.
· Save the document as a Web page.

· Open the Web page.

· Edit the Web page in Word.
Questions

· Ask: Why create a Web page in Word?

· Ask: Can you open a Web page saved from Word in Internet Explorer?

· Ask: Why edit a Web page in Word instead of create a new page?

	Creating Hyperlinks
	· Types of Hyperlinks 
	Notes
· Define hyperlinks.
· Explain the different types of hyperlinks available.
· Create a hyperlink to a document file. Refer students to the Quick Reference table for more information.
· Create a hyperlink to a Web page.

· Navigate with the hyperlink.
Questions

· Ask: Why use hyperlinks in a Web page or in a document?

· Ask: What hyperlinks have you seen within the Word application? (Online Help, email, and Website addresses)
· Ask: Are hyperlinks used in other applications? Where?

· Ask: Do hyperlinks in other applications function the same as they do in Word?

	Using Frames
	· Example of a Frame 
· Inserting and Modifying Frames 
· Multiple Frame Document Files
	Notes

· Explain frames and their use.
· Explain multiple frame document files.

· Insert a frame.

· Modify a frame.

· Add content to a new frame.

Questions

· Ask: Why use frames?
· Have students compare frames with windows.

	Publishing Web Pages
	· Publishing Methods 
· Naming Web Pages 
· Using an FTP Program 
· Using Web Folders 

	· Notes

· Explain the purpose of publishing. 
· Review the proper naming conventions for Web pages.
· Discuss FTP programs.

· Define Web folders and how they are used.
· Publish a Web page. 

· Show how to open and delete files from a Web folder. Refer students to the Quick Reference table in the text.

Questions

· Ask: Why use Web folders?

· Ask: How are Web folders similar to other folders? How are they different?
· Ask: What is the reasoning behind each of the naming conventions? Be specific and give examples.

· Ask: Why must you publish a Web page? What does this involve?
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