Education 291: Standards and Technology

Using Microsoft Word to Create Your Portfolio

Portfolio Template

Your instructor will provide you with a portfolio template (in the classes server).  You may personalize it as much as you want, but it MUST have:

Index Page – This will be the first page of your portfolio.  It will have all the standards listed and will contain links to all your evidence of meeting the standards.

Reflection on Standard – You will write a reflection for each of the 10 standards.  Each reflection will include the following sections: Explanation of the Standard, Experience with the Standard, Explanation of the Evidence.  See the reflection template for more details.  These will be word documents linked to your Index page for each standard.

Folders – You should create file folders for each Education class you take.  Include in your folder the evidence you wish to include in your portfolio.  This could be journals, papers, pictures, videos, unit plans and lesson plans, etc.  SAVE EVERYTHING and do ALL your assignments on computer!  You should also create a folder for your reflections.

Evidence – You will need at least 3 pieces of evidence for EACH standard 1-10 in your portfolio.  

· Remember to put your evidence in the appropriate folders in your portfolio before creating the hyperlinks.  

· If you are using a Mac, be sure to put the .doc extension at the end of word files (a PC sometimes cannot recognize a file without its corresponding extension).  

· When naming files, do NOT use spaces or symbols (they may prevent some files from opening).  

· If you are using a PC, be sure to make all links relative to the index page.  This means the link should have the name of the folder and the name of the document only.  If your link has the name of your H drive folder, etc. then the link is not relative.  

· Note: In order to check if your links work, you can not be logged into your account. 

Navigation Assistance – From each assignment or page, you should have links that allow the reader to get back to your index page, or the top of the page, etc.  Think of links within your document that would be helpful for a reader.

Last Updated – You should have the date you last updated your portfolio on the last page.

Using Microsoft Word

You can use Microsoft Word to create your portfolio.  This will not be a web-based portfolio, but it can contain links to the internet.  If you would like to develop a web-based portfolio, see your instructor.

About Creating Hyperlinks

You can enrich Web pages and Word documents that others read on the screen by inserting hyperlinks, which can be either graphics or text that is colored or underlined. A hyperlink is represented by a "hot" image or display text that the user clicks to go to a different location. The location can be on your hard disk, on your company's intranet, or on the Internet, such as a page on the World Wide Web. For example, you can create a hyperlink in a Word file that goes to a chart in Microsoft Excel that provides more detail.

Insert A Hyperlink That Goes To One Of The Following

Another document, file, or Web page   

Insert hyperlinks that go to a different Word document or Web page, to a PowerPoint presentation, or to an Excel workbook. You can even use hyperlinks to go to multimedia files, such as files containing sounds and videos. 

You can create a hyperlink that goes to an existing file or to a new file. After you've selected a name for the new file, you can choose to open the file for editing immediately or come back to it later. Either way, the file is created for you.

1. Select the text or drawing object you want to display as the hyperlink, and then click Insert Hyperlink.

2. In the Insert Hyperlink dialog box, click the Document tab, and then click Select. 

3. Locate and select the file you want to link to.

4. To assign a tip to be displayed when you rest the mouse over the hyperlink, click ScreenTip and then type the text you want. Word uses the path or address of the file as the tip if you do not specify one.

5. Click OK. 

Note   If you know the address to an existing Web page, you can type it directly into the document. For example, type http://www.microsoft.com, and Word creates the hyperlink for you.

An e-mail address   

Add a hyperlink to an e-mail address. (Word can create a new message only if the user has access to e-mail.) 

When you click a hyperlink that goes to an e-mail address, your Web browser creates an e-mail message with the correct address in the To line, provided you have an e-mail program installed. 

1. Select the text or object you want to represent the e-mail address.

2. Click Insert Hyperlink .

3. Click the E-mail Address tab.

4. In the To box, type the e-mail address you want to link to. 

   If you want to look up an address using your e-mail program, click Launch E-mail Application.

5. In the Subject box, type the subject of the e-mail message.

   Some Web browsers and e-mail programs might not recognize the subject line. 

6. To assign a tip to display when you rest the mouse over the hyperlink, click ScreenTip and then type the text you want. Word uses "mailto:" followed by the e-mail address and the subject line as the tip if you do not specify one.

Tip   You can also create a hyperlink to an e-mail address by typing the address in the document. For example, type someone@microsoft.com, and Word creates the hyperlink for you.

A specific location in another document or Web page   

If a document or Web page contains bookmarks, you can go to that exact location. For example, if you have three tables on a Web page, you can set the hyperlink to go directly to the second table. Insert a hyperlink to a specific location in another document or Web page.

1. Open the file you want to go to and insert a bookmark.

2. Open the file you want to link from, and select the text or object you want to make a hyperlink.

3. Click Insert Hyperlink .

4. Click the Document tab and then click Select.

5. Locate and select the document that you want to link to and click Open.

6. Click Locate, and then select the bookmark you want.

Notes 

•  You can create links to specific locations in files that are saved in Microsoft Excel or PowerPoint format. To link to a specific location in an Excel workbook, create a defined name in the workbook, and then type # (number sign) followed by the defined name that appears after the file name when you create the hyperlink. To link to a specific slide in a PowerPoint presentation, type # followed by the slide number after the file name.

•  To assign a tip to be displayed when you rest the mouse over the hyperlink, click ScreenTip and then type the text you want. Word uses the path to the file including the bookmark name as the tip if you do not specify one.

A location in the current document or Web page   

Use hyperlinks to easily move around the current document or Web page. Insert a hyperlink to a location in the current document or Web page.

To link to a place in the current document, you can use either heading styles or bookmarks in Word. 

1. In the current document, do one of the following: 

   Insert a bookmark at the location you want to go to. 

   Apply one of Word's built-in heading styles to the text at the location you want to go to. 

2. Select the text or object you want to represent the hyperlink.

3. Click Insert Hyperlink .

4. Click the Document tab and then click Locate. 

5. In the list, select the heading or bookmark you want to link to.

Note   To assign a tip to display when you rest the mouse over the hyperlink, click ScreenTip, and then type the text you want. For links to headings, Word uses "Current document" as the tip if you do not specify one.

Easily Create Hyperlinks

Use a drag-and-drop operation to create hyperlinks in Word   

Use the drag-and-drop method in Word files when you want to use the mouse to quickly create a hyperlink for text located in another Office file. You can create a hyperlink by dragging selected text or graphics from a Word document, a PowerPoint slide, or a selected range in Excel  to your Word publication. 

When you drag text and graphics from an Office program to a Word document, Word recognizes the location of the information. 

1. Display both files on the screen. 

   If you are dragging text between two Word files, open both files, and then click Arrange All on the Window menu. If you are dragging text between two programs, resize the windows of both programs so you can see them at the same time. 

2. In the destination document or worksheet, select the text, graphic, or other item you want to jump to.

3. Hold down z+OPTION and drag the selection to your publication.

4. Click Create Hyperlink Here on the contextual menu.

Tip   You can quickly insert a hyperlink into a Word document or Web page by typing the address directly into your document. Word automatically formats the address as a hyperlink. Use Insert Hyperlink to insert a hyperlink into Word files and Web pages when you aren't using the automatic formatting features or when you want to browse for the destination address.

Troubleshooting

When I click a hyperlink, an error message appears.

•  The destination of the hyperlink might have been removed or renamed.

•  The path to the destination of the hyperlink might have been created as a fixed file location, which identifies the destination by its full address (for example, MacintoshHD:Documents:Sales), and then the destination was moved to another location. This can happen if the hyperlink is in a document saved in Word document format or if the hyperlink was created by typing the full address of the destination in the Insert Hyperlink dialog box instead of selecting a file from the list. To update the hyperlink hold down CONTROL and click the hyperlink, point to Hyperlink on the contextual menu, and then click Edit Hyperlink. Enter the updated location for the hyperlink, or select the file you want to link to.

•  If the destination of the hyperlink is located on the Internet or the World Wide Web, you might not have access to the Internet. You can access the Internet by using a modem and getting an Internet account either through an Internet service provider or through your corporate network. 

•  If the site is too busy, you might have to try to open the document later.

•  If the destination of the hyperlink is located on the intranet, the network server you use might not be running. Check your network connections, or see your network administrator to make sure you have access to the intranet location of the destination.
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