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instructional media integration

This guide explains how to add PowerPoint Presentations to a WebCT course. This guide assumes the user
already knows how to make a PowerPoint Presentation and covers the following steps:

|. Saving a PowerPoint presentation as HTML —
S ] ) ) |m) dt View Insert Format Tooks Slde She
Il. - Zipping all the files in the presentation folder DD e~ @ o~
[1l.  Uploading a presentation into a WebCT course. g e TE—
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I. Saving a PowerPoint Presentation as HTML
Open the PowerPoint presentation.

A Save as HTML.: Wb Page Preview
1. Under File, select Save as Web Page. The — _ —
“ " sovors X
Save as” menu opens. s [S oo 3]+ 0@ %D Took -

|1 Corel Uiser Fies \ /'
ZIMy Pictures 2

2. Nextto “Save as” select a location to save your

R . New Folder EIE3
HTML document. For better organization, = ]
create a new folder by clicking on the “create o |
new folder” icon, and assign a name related to —

the presentation.

4 g"m“mmmum Publish, .. |

3. Next, assign a file name using only letters
and/or, numbers with no special characters (i.e.
#,(,+ 1,7 etc)

Page tile: g PowerPoint Presentation Change Tite... |

?ﬂm Flename:  [Presentation = B e I

Save astype: [web Page (*.htm; * html) =l Cancal |

B Web Options:
Click on Tools, and then Web Options.
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Map Network Drive, . Genard]Fies ]Pich.res]EmoﬁngI
'— | IV add slide navigation contrals
Ented st otz s ETT—
™ Show slide animation while browsing
[V Resize graphics to fit browser window

1. Under the “General” tab, click the boxes next to
Add slide navigation controls and Resize
graphics to fit browser window. Deselect the
box next to Show slide animation while
browsing.

| OK I Cancel
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Web Options

2. To save all the information associated with the
presentation into a single HTML file, under the General | Browsers  Fies | pitures | Encoding | Fonts |
“Files” tab, click on the boxes Use long file FRe netnes ond beations
names whenever possible and update links on ; Z'W*f?"”’ti“gv::”‘m'd;
save. Deselect Organize supporting files in a "t U_::z:m; o ————
folder and Office is default editor.
Default editor
[ iCheckiif Office is the default editor for Web pages created in Office!
3. Next, under the “Pictures” tab, deselect both Web Options 33
boxes under “file formats” and change the Target . _
monitor — screen size to “544 X 376”. By f:::l,mln?ws Loz o e L]
selecting this option, PowerPoint will produce screensze:  [EUEINN +|
HTML using two frames. Click OK at the bottom
of the “Web Options” menu.
Publish as Web Page
4. Click on the Publish button in the “Save AS” .t whar?
menu brings up the “Publish as Web Page” 0 (Complets rresertation
menu. Click the box next to All browsers C sidenumber | 3] through [ 3
listed above. Under “Publish a copy as”, c | =l
make sure the file name/location is consistent ¥ pisplay speaker notes Web Options...
with the file name in the “Save As” menu. B
" Microsoft Internet Explorer 4.0 or later (high fidelity)
" Microsoft Internet Explorer 3.0, Netscape Navigator 3.0, or later
5. Click the Publish button on the “Publish as FEE R LU SIS )
Web Page” menu. Once the process Rbehe e e
completes, exit PowerPoint 2000 and locate il e 8 K|
the folder with the HTML supported files. R " resectatnt i SR
@f_ Open published Web page in browser IWI Cancel [

[I. Zipping all the files in the presentation folder
By zipping the files it is possible to upload them as only one file to WebCT. Use a zip program (not

your ZIP drive) like WinZip or MacZip to =101 x|
open the html presentation. If you don’t ) : |
have a zip program you can upload each - - ey SRR i SR S =N ;- ¥
el e g - i (=5 Open Archive... Ctr+0 = Y | : X

file individually by following Step 3- & F:voribe Zip Folders... shf:+F J é— J ﬂ;&] E
Uploading your presentation into (e e Y = aaTranlh raicilpan |'
WebCT. (2 prc
Note: These instructions are for WinZip. i
A Create a new zip file (archive) by

clicking on the New or by selecting & it Gl

New File in the pull down menu under | e “izard.. i

“File”. Make sure the File type reads 5. Mail Archi

Zip Files (see image). @ et Al+F4 99 /




File Actions Options Help

B Select a drive and folder to store the archive
file. Assign a name to your archive and click

OK. The program should automatically give renarchive — e
your archive a “.zip” extension. This will take R 8 vicocicn o PonuPois dendBE
you to the ADD interface.

C Inthe ADD interface, find the drive and folder
that contain your presentation files. Add All of
the files (“.html’, *.gif’, and “.jpg’) that are
stored in your presentation folder. Add files by
selecting each one separately, or select the B i odh.cion to PowerPoink Lo |
presentation folder in the Add From box and Files of type: [ Zip files = Cancel |
click the ADD WITH WILDCARDS button. I Add dislog Hep |

& L:\krishna\for pppt

File Edit Yiew Help

~Wa:

[UGEITSTIEE (ntroduction to
=N EGIE, P ovwerPoint zip

[1 object(s) selected

Windows Tip: Once you locate your HTML file (using My
Computer or Windows Explorer), a quick way to zip your
presentation folder is to first select the folder, then right click
to open a menu. Scroll through the menu, click on the Add to
yourfile.zip. A zip file of the presentation is created in the
respective folder where the HTML version of the presentation
was originally saved.

[1l. Uploading your presentation into WebCT

The individual presentation file or the zip file needs to be uploaded into the WebCT
File Manager. It is advisable that a new directory be created for each presentation
uploaded into WebCT. While in WebCT the zip file will have to be unzipped to access
the individual files.

A Creating a New Presentation Folder

Options: Folders
[+ Rename
[+ Zipi

In the Navigation Bar and under Control Panel, click Manage
Files.

Create Folder
Create a folder named:

Within the folder:

Cancel

1. Click on create folder under Folders option at screen’s right
2. Give a name to the folder by typing it in the box and click
Create.

My-Files W

Note: Folder names cannot contain spaces or special characters. Use an underscore or a hyphen
to separate words if necessary.

Now there should be a new folder located under My-Files in the Manage Files area.

Name
[] S3My-Files
[l 3| Blwebcttest.txt

Uploading the Zip File

B
1. InwebCT’s manage files area, locate the folder when the presentation is to be
stored and click the checkbox next to it. This will allow the uploaded zip file
to be placed there from where it is stored on your harddrive.

2. Under File Options, click Upload

[ Uéload )

[+ Renamel
T« 2ip|
[« i.lnzipi

I Download




3. The Upload File screen will appear, and click Browse. i Baniend nmoucampmsiion
This screen is used to choose the previously created Zip e ——
file from where it is stored on your hard drive.

Filename: | Browse...

Destination folder: | Power Point |

4. In the File Upload screen, find the folder where the Zip e (el
file is saved.

Look in: |@ Desktop j - £ Ed-
Note: if you are using Netscape in order to view the file, N (C)My Documents
scroll down the Files of type and click All File (*. *). EG) J My Computer
o A . . My Recent € py Metwork Places
Now the zip file can be seen in the destination folder. Documents |6 o uice
@ @'Netscape 7.1
L (@IMIC's G Account
5. SEleCt the le flle Desktop (&) student Groupiise
. %}SUU Computer Help Requester
. -7
6. C|ICk Open My Documents
7. Make sure that correct filename is located in " Einft
the Filename box and click Upload. __‘]
.
‘]
Upload File Mypr;lait;\lsork Object name: Open |
Note: Depending on the file size and network connection Objects of type: Cancel
7 Filename: C:\Documents and Set [ Browse. ]
L Destination folder:  Power Point %
Eload Cancel

C Unzipping the File
While in WebCT, open the previously created folder in order to view the Zip file that was uploaded.

1. Click the check box next to the zip file.

[] A Power Point

2. Under File Options, click Unzip. (B Brpewerpoint.zi
. . . . I+ Rename|
3. While on the Unzip File screen, click the small arrow and T
scroll down the menu to select the previously created folder. [ unzip]

- - - - - g—lpload

4. Click Unzip to start unzipping the files.
Unzip File

5. You will need to select the folder from the drop-down list Unzip PowsrPoinkzip to: 4

befOI’e CIle|ng UnZip. Unzipl Cancel




D Making Presentations Available to Students

Once the presentation is uploaded to into WebCT,
presentations can be added as single page, an item on
a tool page, or as a page of content in a content
module. No matter how the presentations are made
available, the yourfile.htm in the folder of each
presentation is the file that must be linked in order for
the presentation to be viewable. From inside the
desired tool or page, click on Browse, this will bring
up the WebCT Browser where you can select the
presentation file.

1. Click the radio button next to the HTML file.
2. Click Add

Note: You must be in “View’” mode to see the presentation.

2

Add Single Page

1. Enter a title for this item: | |

2. Enter the information for the Single Page,

arowse,..l

® same browser window

Page filename:
open in: O New browser window
[ show navigabtion buttons
3. Decide where to show the link to this item.
[] On the Course Menu, visible on all pages. Link will appear as text.
[0 on an Organizer Page: Homepage ¥
[ uink shows item title
[] Uink shows icon (select below)
(O Use default icon

() Use custom icon

Browse...

Choose icon:

4, Add this item to your course.

Add| Cancsl

/ﬂ[ Browse| Cancel
* The file already exists in this Content Module.

O show only HTML files in the My-Files folders in Manage Files

(& show all files in the My-Files folders in Manage Files -

Filenames:

* chat/Rooml.txt
chat/Room4. txt
Power Point/PowerPoint. zip

* webcttest.txt
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