Creating a Website Using Word
1. Create a webpage using the webpage wizard (Word 2002 PC)

· File>New>New from template: click General Template, then the Web Pages tab.

· Double click the Web Page Wizard and follow the instructions

2. Create a webpage based on a template (Word 2002 PC)
· File>New>New from template: click General Template, then the Web Pages tab.

· Double click the template you want to use and populate with your own data

3. Create a webpage based on a template (Word X Mac)

· File>Project Gallery, then Category>Web Pages.

· Double click the template you want to use and populate with your own data

4. Create a blank webpage

· File>New>Blank Web Page.

5. Create a webpage from an existing Word document

· File>Save as Web Page
6. Editing

· Use tables, with or without borders, to organize and align layout

· Use File>Web Page Preview to see the document in the default browser.  To test in a variety of browsers, change the default browser specification.
· Format>Background, Format>Themes, etc. to add color and texture to the webpage

· To add a hyperlink, highlight the text and select Insert>Hyperlink.  Type or paste in the link address in the Link to: field.

· File>Save as Web Page will convert the DOC file to HTML format and create an HTM file.  Once you’ve done this, you can’t open the file for editing by double clicking on it because file associations usually match HTM files with browsers,  You have to open Word and then use File>Open to edit the file.

7. Webpage hosting
· At Willamette, personal webpages are hosted from your H: drive in a folder named public_html.  

· The initial public page of your site should be named index.htm(l).  Otherwise, the world will see a directory listing of files rather than a webpage.

· You can get to your webpage using the address http://www.willamette.edu/~username, where username is your Willamette login name.

Creating a Radio Spot Using Audacity
1. Create a new project so that all data is collected in one place where you can find it.

· From the menu, select File>Save Project As

2. Check Preferences:

· From the menu, select Audacity>Preferences (Mac) OR File>Preferences (PC)

· Quality: 44100Hz and 32-bit float

· File Formats: Choose “make a copy” or “read directly”, choose uncompressed output format

3. Record:

· In the preferences panel, select Mono or Stereo.  If using a built in mic, select “Built-in Audio”; if using an external mic, select the appropriate device.

· Make sure microphone is connected and functioning.  Use the “Sound” dialog in SystemPreferences/ControlPanel to test.  

· Click on the red Record button to start recording.  Click on the blue button to Pause; click it again to continue.  Click on the yellow button to Stop.

· Automatically creates a mono or stereo track.

· Make some test recordings to determine the characteristics of the microphone (how close you need to be, etc.).

4. Import an audio file:
· Drag and drop to Audacity window (PC)
· From the menu, select Project>Import Audio (keyboard shortcut: Ctrl+I)
· Automatically creates mono or stereo track to match the input

· Audacity can import WAV, AIFF, AU, IRCAM, MP3 and OGG files

5. Playback
· Use the transport controls directly under the menu.  The green button is PLAY.  The yellow button is STOP.
6. Edit
· Selection Tool: Large I
· Envelope Tool: 2 triangles and angled line, control of amplitude (volume), fade in/out. Add points by clicking in track; delete by dragging outside of track

· Draw Tool: Pencil; draw in actual waveforms; eliminate small pops and clicks

· Zoom Tool: Magnifying glass

· Time Shift Tool: Double-ended arrow; change relative position of tracks

· Multi-mode Tool: Asterisk

7. Export

· This is the final step; don’t do it until you’re completely satisfied with your work.

· WAV and OGG (not readable by all players) export functionality is built into Audacity.

· Convert WAV files to MP3 using iTunes: Preferences>Advanced>Importing set Import Using: to MP3 encoder.  Drag the WAV file into the iTunes window.  Control-Click on the file name and select Convert Selection to MP3.  New version is created.  Control-Click>Get Info or Show Song File shows location.
A separate encoder (free) is also available to compress the audio to MP3 format directly from Audacity.  Search online for lame_enc.dll (PC) or lamelib (Mac).  

· Creating a Poster Using Powerpoint
1. Contact your printer and determine what size posters can be printed.  

· For this exercise, the posters will be 11x17”, either portrait (the long dimension upright) or landscape (the long dimension from side to side).

· Printers cannot print to the edge of the paper; there will always be a white margin on all sides.  If you want color to the edge of your poster, you will have to have it printed on 12x18” paper and cut down.

· The same file will print differently from a Mac and a PC and on different printers and it requires some trial and error.  Printing 8 ½ x 11” proof copies will help, but won’t guarantee your final results.  To print proofs, select the “Scale to Fit Paper” option in the print dialog.
2. Determine key points and make a rough sketch on paper.  It works visually to have the flow move from top left to bottom right.  Think about color: contrast is good but conflict is not.
3. Collect materials and put them all in one folder for easy access.

· Images downloaded from web sites are usually not at a high enough resolution to print well at poster size.  You should try to use images that are at least 150 dpi.

· Uncompressed TIF files preserve most information and are compatible with most applications

· Be sensitive to copyright issues in your choice of images.

4. Posters can be created in Photoshop, Illustrator, PageMaker, FreeHand, Freelance, Corel Presentations and Publisher, among others.  Powerpoint is readily available, user friendly and compatible with programs such as Word and Excel that you might use to create content.

5. Open Powerpoint and select the blank slide template.

6. Select File>PageSetup to set the size to 11x17 and the orientation to portrait or landscape.

7. On the main toolbar, set the zoom to the 50% range or “Fit” to see the whole page.

8. Insert and arrange your poster elements.  Save early, save often!
· Text: Titles should be readable from a distance
· Images: photos (minimum 150 dpi), clip art, auto shapes

· Charts and Graphs

· Tables: can import from Word or Excel or create in Powerpoint.
9. Select a background that won’t distract from the poster content

· Select soft colors

· Use gradients from light to lighter or dark to darker to maintain contrast with text

· Use pictures very carefully – they often interfere with text

10.  Save your finished poster to a portable medium (thumb drive, cd, etc.) and take it to the Copy Center in Waller Hall for printing.  Cost is $1.50 for either 11x17 or 12x18; the 12x18 paper is slightly heavier and you can take full advantage of the 11x17 space. 

Facilities

Smullin:

· Multi-media Work Room: Mac/PC, microphones, scanners, student assistants M-F 8-5, can get code for 24 hour access, large suite of multi-media applications
· Language Learning Lab: PC only, microphones, student assistants, Monday-Thursday 8-5/7-9, Friday 8-4, Sunday 7pm-11; large suite of multi-media applications
· Main Lab: Mac/PC, limited multi-media capability
Eaton 424:

· Mac only, no microphones

Copy Center:

· Ground floor Waller Hall

· http://www.willamette.edu/dept/cc/price_list.pdf
· Originals may include hard copy, CD, floppy and Zip disks

· Single- and double-sided printing on white or colored paper or cardstock: letter, legal and 11x17 sizes
· Single- and double-sided color printing: letter (regular and glossy), 11x17, 12x18 sizes
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“Free” images means just that; “royalty-free” means that you must buy or license the image (costs range from $1.00 up into the hundreds) but can then use it as often as you like with no additional royalty fee payment.

