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Workshop: Setting-Up & Updating Personal KSU Websites
Prepared & Presented by: Dina M. M. Al-Sibai
College of Languages & Translation Website Supervisor (Female Section)
( Step One: Saving an Image or Animated GIF on Your Computer (
(1) Searching for an image: Find any picture that you need, e.g., via sites like http://www.w6w.net/
Or you can use an image search engine like: http://images.google.com/imghp?hl=en&tab=wi or you can type "animated gifs" in any search engine.
(2) Saving the image: Place the cursor on the image you want to save ( right click ( press Save picture as ( find/press the "Pictures" folder ( give your picture a title ( press Save.

** Screen Hunter http://www.wisdom-soft.com/products/screenhunter_free.htm is a program that allows you to convert any text, table, or picture into a gif image which you can upload to your site.

( Step Two: Uploading Text (Word, PDF, PP), Image or Animated GIF to Your Site (   
( Press site actions ( view all site content ( create ( Note: Here you have several places to upload your data:

(1) You can create different libraries for your pictures and text data. Press document library OR  picture library ( type a title for your library ( Press no for the question: Display this library on the quick launch?  ( upload  ( then choose upload document  or upload multiple documents  ( find the pictures or text that you want to add, and click once  ( ok 

Or

(2) Press  the documents or images default file  (  upload  ( then choose upload document  or upload multiple documents  ( find the pictures or text that you want to add, and click once  ( ok
** To convert a Word document into PDF format, use this user-friendly site: http://www.doc2pdf.net  

( Step Three: Creating Pages and Adding Information ( 
Creating a page: Press site actions ( create page ( type in any title ( blank web part page ( create
 [A] Adding Text or Tables…
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Either type in all the information you want AND/OR copy any information you want then                                                                paste using the             icon. You can copy/paste a table using the same steps. 
Note: Sometimes you will not be able to edit the text (font color, size and type) after pasting it. 
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Turning text into a hyperlink: Turning text into a hyperlink means that if you click the text, you will be able to go to (a) another created page, a downloadable document, or (b) a website.  Highlight the text ( Press          

You have several choices:

(1) Press browse if you want to link to a downloadable document, or a created page ( Choose any created page or uploaded document (click the page or document once) ( ok  ( "Open Link in New Window ?? ( ok   (  publish 
OR

(2) Press browse ( paste any website URL address you want to link to ( ok  (  publish
[B] Adding an Image or Animated GIF…
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Press            ( browse   ( find the image/animated gif, click it once (  ok  ( Note: Here you can experiment with location/size of image or animated gif ( ok    
Turning an image or animated gif into a hyperlink: Turning an image into a hyperlink means that if you click the pic, you will be able to go to (a) another created page, a downloadable document, or (b) a website.                                                


Highlight the text ( Press          

You have several choices:

(1) Press browse if you want to link to a downloadable document, or a created page ( Choose any created page or uploaded document (click the page or document once) ( ok  (  publish 

OR

(2) Press browse ( paste any website URL address you want to link to ( ok  (  publish
[C] Adding an On-Line Video
( For example, choose a video from http://www.youtube.com
( Copy the "Embed" code on the right of the video clip

(  In your site, press site actions ( edit page ( add web part ( click the square next to content editor web part ( press add at the end of the page (  edit ( modify shared web part ( source editor ( paste the code ( save (Note: Don't forget to adjust the "Appearance" of the web part)
Adjusting the "Appearance": Find "chrome type" ( press none OR border only  ( ok  ( publish  

[D] Adding Widgets/Add-Ons (Such as educational tools, visitor counters, etc. in your homepage, for example)
( For example, to add a "visitor counter", you can use a site such as http://www.tinycounter.com/   then follow the instructions in the site to choose a visitor counter, finally copy the "code" that they provide.

(  In your site, press site actions ( edit page ( add web part ( click the square next to content editor web part ( press add at the end of the page (  edit ( modify shared web part ( source editor ( paste the code ( save (Note: Don't forget to adjust the "Appearance" of the web part)

Adjusting the "Appearance": Find "chrome type" ( press none OR border only  ( ok  ( publish
[E] Adding a Chatbox (In your homepage, for example)
( For example, go to: http://cbox.ws
( Press sign up ( fill in the required information (it supports many languages) (  press create my cbox   copy the code they provide.
(  In your site, press site actions ( edit page ( add web part ( click the square next to content editor web part ( press add at the end of the page (  edit ( modify shared web part ( source editor ( paste the code ( save (Note: Don't forget to adjust the "Appearance" of the web part)

Note: You can always go back to the site http://cbox.ws and edit the way your chatbox looks.


  To add smilies to your cbox, go to any site that has simile gifs. For example: 

http://www.stripers247.com/phpBB2/misc.php?do=showsmilies

  Go to the picture you’d like to add, place your cursor on the gif, right click, and press properties

  Copy the URL address of the gif, and paste it in the provided area (under the “smilies” link in the Cbox site)


  Give the gif a special symbol ( for example, for  [image: image5.png]


 you can type  :welcome: ), and press save

  Go to your chatbox, and type in your message and symbol


   If you want to change the color/size/style of the font in the chatbox, click help for further instructions.
( IMPORTANT NOTE (
When our KSU websites are not functioning properly, the chatbox is very useful since it's not affected by the KSU internet servers. You can announce important news to your students if you need to and if you've promised to post a document, e.g. homework or grades, after setting up an account in a website such as http://www.esnips.com/usersignin/index.jsp, you upload any file(s) you need in the esnips site, copy the link - which they provide - to the file or folder that you've created, and paste the link in your chatbox. Students will be able to access and download any documents via the link you provide in the chatbox on your homepage. 

( Step Four: Showing the Links of the Created Pages in the Homepage (
( A Sample Left-Hand Column of Links:


( Step Five: Showing the Links of the Created Pages in the Homepage (Left Column) (
To allow your pages to become links on the left-hand side of the main home page, do the following:


  Press site actions

  Press modify site settings

  Press modify navigation

  To create a main heading, press main heading For example {CURRENT COURSES}

  To link a page to the main heading, press create link For example - Course Description

  Give your page a suitable title now


  Press browse

  Find the page you want and press once


  Press ok

  Press ok again

Note: You can delete pages, move pages up and down, modify their titles, etc.


  ** IMPORTANT: After linking all your pages, don’t forget to press ok at the bottom of the page
( Step Six: Editing the Pages that You've Already Created and Linked to the Homepage (
After the links to the pages are on the homepage, you can easily edit the pages by doing the following:


  Press the page you want to edit


  Press site actions

  Press edit page

  Press edit only and edit you information…  OR  Press "edit"  in the "Content Editor Web Part"

  Press modify shared web part

  Press rich text editor

  Edit, then press ok

  Then press ok, again


  Finally, press publish
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- My Teaching Schedule





{Curriculum Vitae}


- English CV


- Arabic CV





{RESEARCH INTERESTS & LINKS}





{PUBLICATIONS}





{MY PARTICIPATIONS IN KSU EVENTS}





{EXAM GRADES}


- Comparative Culture


- Writing 4





{CURRENT COURSES}


(1) Comparative Culture


- Course Description


- References & Important On-Line Links


- Syllabus & Grade Distribution


- Sample Exam Questions 


- Course Exam Dates (Optional)


- Warnings: Students' Absence (Optional)


- Students' Class Work & Homework (Optional)


- Extra Material, e.g., handouts, PowerPoint Slides for Your Lessons (Optional)


- Teaching / Learning Video Clips or Images Related to Your Course (Optional)





{PREVIOUSLY TAUGHT COURSES}


(1) Grammar 3


- Course Description


- References


etc.
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