Using the Test Result Web Data in Microsoft Office

For this exercise, use the TerraNova 2004 report on the web, at http://iweb.winschool.eu.odedodea.edu/reports/principal.asp.   The site is passworded.  

Choose your school using the drop-down menu.

Select all the cells by dragging from the upper left-hand corner to the lower right-hand corner, including the headings.
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To copy the cells, select Edit, Copy.  You can also use CTRL-C.

Word

Open Word.

Paste the table into Word by choosing Edit, Paste.  You can also use CTRL – V.

Header

Create a header by placing the cursor to the left of the top first character (“District”) and press Enter.
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Type your heading, center and format.

Import your school logo.
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Right click the logo on the web and choose Save Picture As. . .

Choose the desktop to save to.

In Word, select Insert, Picture, From File. . . and find the logo on the desktop.
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Convert

Convert the table to text by choosing Table, Convert, Table to Text.
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Convert the Text back to a table by selecting Table, Convert, Text to Table.
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