Best Practices: Creating an Instructional Material Microsoft Word Template

After extensive testing, | have found that if you follow the steps as defined below, you will minimize
conversion errors when pasting a Microsoft Word document into the Schoolnet Instructional Materials
Content Editor.

This process can be used for two purposes.

1. Steps 1 through 5 can be followed for any document that is being copy and pasted from
Microsoft Word to the content editor in Schoolnet’s Instructional Material content templates to
minimize conversion errors.

2. Adding Steps 6 through 9 provide a means for building a Microsoft Word template that will be
ready-to-import into the Schoolnet Instructional Material Content Editor content template(s)
and as a MS Word Template, can then be reused for building additional documents that will
import with minimum conversion errors.

The process involves 9 steps, summarized below and documented in detail on subsequent pages:

Step 1: Prepare the Microsoft Word document for conversion
Step 2: Save the Microsoft Word document as .htm format using the Web Page, Filtered option

Step 3: Copy and paste the content of the Web Page, Filtered (*.htm) version of the file into the
Schoolnet Content Editor

Step 4: QA the copy and paste operation in the Schoolnet Content Editor and make corrections as
necessary

Step 5: Select all in the Schoolnet Content Editor and press the Fix Messy Code button
Step 6: In the Schoolnet Content Editor, open the document in the HTML editor

Step 7: Copy and paste the HTML into a text file and save it as a *.htm file

Step 8: Open the *.htm file from Step 6 in Microsoft Word

Step 9: Perform a final QA on the Word file, and then Save As... *.doc| *.docx| *.dot | *.dotx
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Step 1: Prepare the Microsoft Word document for conversion
Take these steps in your document to prepare it for conversion.

1. Select all Tables in your document, then go to the Table Properties dialog box.
a. If the Preferred width is not set to 100%, change it to 100%.
b. If Text wrapping is not set to None, change it to None.
c. Pressthe [OK] button to save.
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Table | Row | Column I Cell | Alt Text | : Table | Row i Column | Cell I Alt Text |
ize - 'Size | l
[¥] Preferred width: Measure in: :l | ¢ [@][preferred width: | |100% I%' Measure in: | Percent Iﬂl
u 1 |
\lignment A Alignment
— j— — Indent from left: M indant from left:
EE 2| = B RN E = aa—-
Left Center Right T Left Center Right
Text wrappin o Text wrapping
H | > H:
0 s —
Mone Around Around o
Borders and Shading... | | Options... | | Borders and Shading... | | Options... |
(o] e e

LS — —

2. [Optional] If you have borders in your tables, re-open the Table Properties dialog to clean up the
borders.
a. Click on [Borders and Shading...] button.
b. Click the None option to reset all borders to off.

Table Properties

Table | Row |Co|gmn| Cell |5]tText| Borders | Page Border | Shading

Setting: : Preview

: Measure in: ﬂ [ Click on diagram below or use

buttons to apply borders

Indent from left:

|

I[ Borders and Shading... ] [ Options... ]
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c. Click the All option to reset all borders to on.
d. Click the [OK] button twice to exit the Table Properties dialog
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Setting: Style: Preview Size
= [ Click on diagram below or use [] Preferred width: | 100% 5| Measurein: |Percent
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3. [Optional] If the document is all ‘black’ text, select all text in the document and apply the Font

Color ‘Automatic’. This prevents the addition of the ‘color:black’ tag in the conversion process.

File Home Insert Page Layout References Mailings Review View
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~— 3 Copy
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- < Format Painter B 7 U -abe x. X' | g=t E = = = | (S

Clipboard m Font i@ Automatic
(L] oy Theme Colors

D . . A

'—'// ' ' H HEEEEEN
Select All Text, and then apply
the Fant Calor "Automatic', I I I I

— Standard Colors
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Step 2: Save the Microsoft Word document as .htm format using the Web Filtered option
1. Inthe File, Save As... dialog, drop down the Save as type and select Web Page, Filtered
(*.htm;*.html)
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Word Template (*.dobd)
Word Macro-Enabled Template (*.dotm)
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2. Pressthe [Save] button
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3. You will get the following prompt >> Select [Yes]

s | s | ] | e

Saving [document_name] .docx in this format (Web Page, Filtered) will remove Office-specific tags. Some Office features may not be available when you recpen this page. Do you want to save the document in this format?

lé « To save, dick Yes.
S aTo preserve formatting, dick Mo, Then save the document in Web Page format (HTML).

Was this information helpful?

4. You will more than likely get a prompt similar to the following >> Select [Continue]

Microsoft Word Compatibility Checker ‘ 'Ej

o Some of the features in this document aren't supported by Web browsers,

Summary Qcourrences

Tables with text wrapping and framed objects will become aligned 1 |-
with the beginning of the paragraph.

Textin the left margin will move to the right. 2

NOTE: This is an example - you may experience
no errors, but you alse may have up to any
number of reported errors for features in the
document that aren't supported by Web
browsers.

Chedk compatibility when saving documents

| contnue )| [ cance

5. You will be placed in Web Layout view mode of your new document >> You can switch back to
Print Layout view mode by clicking on the View tab and then selecting Print Layout.

ot

Insert Page Layout References Mailings Review ‘
Ruler 1. E (1] View Side by Side g@ =
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[ Gridlines ! Synchronous Scrolling
[Jutline  Draft o Zoom 100% _ X New  Arrange Split . . Switch Macros
[C] Mavigation Pane =] Page Width | window  All #4 Reset Window Position | windows * -
Show Zoom Window Macros
- _____________________________________________________________|
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Step 3: Copy and paste the content of the Web Filtered version of the file into

the Schoolnet Content Editor

Select All in the new *.htm file that you just saved (and should still have open in MS Word) and paste
into the Schoolnet Content Editor, still using the Paste from Word button.

Path:

Paste from Word

Paste from Word
Use Ctrl+V on your keyboard to paste the text into the window.

Step 4: QA the copy and paste operation in the Schoolnet Content Editor and

make corrections as necessary

You may still find items that are misaligned, or require some adjustment. Make those adjustments in the

Schoolnet Content Editor before proceeding.

Step 5: Select all in the Schoolnet Content Editor and press the Fix Messy Code

button

Content Template

*ou can create content for the various components of your instructional material.

Click any link below to create corresponding content:
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Step 6: In the Schoolnet Content Editor, open the document in the HTML editor

Content Template
You can create content for the various components of your instructional material.
Click any link below to create corresponding content:
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Step 7: Copy and paste the HTML into a text file and save it as a *.htm file

HTML Source Editor = ] ao‘!‘ 1- J - [FEY s
| = L

| HTML Source Editor | Fle Edt Seach View Encoding Language Settings Bun TedfX Plugins Window 1 X
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e 1]

Paste | "

| Delete |l -- - - - -
LastPass. i " . -

1l P LastPass Fill Forms

1l .

Select all

||| length : 19413 flines: 203 In:203 Col: 238 Sel:0(0 Dos\Windows ANST INS

Step 8: Open the *.htm file from Step 6 in Microsoft Word
NOTE: Once again, the file will open in Web Layout view mode >> You can switch back to Print Layout
Mode by clicking on the View tab and then selecting Print Layout.

File Home Insert Page Layout References Mailings Review View ‘
‘ ﬂ_ @ . . [¥] Ruler Q 2] one Page @ E (1] View Side by Side gg .
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Step 9: Perform a final QA on the Word file, and then Save As...
*.doc|*.docx|*.dot|*.dotx

Accordingly, if you use the newly created MS Word Template to create an Instructional Material, after
you have added content to the template, you should find that it can be pasted into the Schoolnet
Content Editor and not require any further editing and the content in Schoolnet will look as close to the
original MS Word document as possible.
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