Working with Web Pages in Microsoft Word 2000/XP
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INSERTING TABLES
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Note that in HTML there are no such things as tab spacing.  Therefore, if you use a lot of tabs some of your documents may not convert properly.  If you have problems with your document lining up like you want it, then use tables.
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1. Click on the Insert Table in the toolbar (or choose Table, Insert, Table from the menu bar).

2. Select how big you want your table to be (number of rows x number of columns).

3. Then click on the grid to insert the table.  Don’t worry if the table turns out to be too big or too small because you can change it later.

4. Start entering your content in the table.

5. Use the tab key to move from left to right in the table.  Once you reach the end of the row hit tab again to move to the next row (or to start a new row if you are at the bottom of the table).

6. Table cells work similar to spreadsheet cells.  You can select alignment settings, etc. for each individual cell, row or column.

7. Right-click on the table and then choose Properties from the pop-up menu to edit the properties of your table.

8. Word will automatically adjust column width based on what you type in a cell.  However, you may still need to make some manual adjustments.  Do so by placing your mouse pointer on the vertical line to the right of the column you want to adjust.  When your mouse pointer turns into a two-way arrow.  Hold down your left mouse button and drag the line to the right or left.

INSERTING HYPERLINKS
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1. Select the text you want to make a link by holding down your left mouse button and dragging across the desired text.

2. Choose Insert and then Hyperlink from the menu bar (or CTRL + K).

3. The first field (Text to Display) should have the text that you selected already inserted.

4. In the address field type the name of the file to which you want to link.

5. Click on the OK button.

6. Your selected text should now be blue and underlined, indicating that it is now a hyperlink.

Notes About Links:

· If you are linking to another file in the same directory as the page that contains the link, simply make the link filename.htm.

· If you are linking to another website, then the link format needs to be http://www.whatever.com.

· If you are linking to a file that is contained in a sub-folder of your web directory then the link format needs to be subfolder/filename.htm.

· For creating an e-mail address link the format needs to be mailto:username@mc.edu.  The mailto: tells the web browser to launch the user’s e-mail client and insert your e-mail address in the TO: field.  If you try this feature in the computer labs, it is normal to get an error message since there are no e-mail clients currently set up in the labs.

INSERTING IMAGES
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1. To help you align your pictures properly, it is a good idea to insert a picture in a table cell that you’ve created ahead of time.  (See earlier section on “Inserting Tables.”)

2. Choose Insert, Picture, From File from the menu bar.

3. Locate the image that you want to insert into the document.

4. Double-click on the image to edit some of its properties.

Saving images from the Internet:

1. Locate a non-copyrighted image on a website.

2. Right-click on the image.

3. Choose Save Image As or Save Picture As (depending on which web browser you are using).

4. Locate where you want to save the image to (preferably wherever you are saving the web pages you working on).

5. You will not need to enter a file name unless you want to name the file something different than it is already named.

6. Do not change the file type or this could cause the image to not display properly on your website.

7. Click Save.

Notes about Images:

· The two common image types that are used for web pages are JPG or GIF.  Any other format used may not show properly on other users’ web browsers.

· You may scan an image in, import images from a digital camera, or download images from the web to use in your web page.

· You can use Microsoft’s clipart option.  When you use clipart it will be saved in a sub-folder when you convert your document to HTML.  Make sure this sub-folder is uploaded with the rest of your website.  This will be explained further when we get to the FTP portion of this handout.

If you’re having trouble finding an image, try one of these Web sites:
Microsoft’s Design Gallery: http://dgl.microsoft.com/default.asp
Google’s Image Search: http://www.google.com and choose the Images tab.

SAVING A WORD DOCUMENT IN HTML FORMAT
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1. Open Microsoft Word

2. Choose File and then Open from the menu bar.

3. Locate the file you want to convert and then open it.

4. If necessary, make any changes to the file.

5. Choose File and then Save as Web Page from the menu bar.

6. In the Save In drop down menu choose your W: drive to save to.
7.  Enter a file name.  After you complete Step 10, .htm will automatically be added to the file names.  For additional info on naming files, please see the notes below.
8. Click on the Change Title button if you need to edit the title of your page (this will show in the blue bar across the top of the web browser window).

9. Make sure file format is set to Web Page.

10. Click on Save.

Notes about saving in HTML format:

· Do not put spaces or any other special characters in your file name.  File names should only be numbers, letters or under scores. 

· When dealing with HTML, file names are case-sensitive.  This means that index.html, INDEX.HTML, index.HTML, INDEX.html, and InDeX.hTmL are all considered different files even though they technically are named the same.  So it is recommended that you name all files in lowercase to make it easier to remember.

· Sometimes you will see a .htm or a .html extension.  Both of these represent a web document.  Either one is correct.  However, remember which extension you use so you can be sure to link to the right one.  For example, index.htm and index.html are considered two different files since the extensions are different.  Word, by default, uses the .htm extension.
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