Thirty Second Guide to 

Making Web Pages with Microsoft Word

General Information:

Before creating your web page, create a folder (directory) into which all of your web documents, images, and web pages will be saved. Do not use spaces or symbols in the title of the folder.

To create web pages using Microsoft Word, create a word processing document containing all of the information that you would like to see on your webpage.  Go to SAVE AS WEB PAGE and save the document to the folder that you have created to hold all of your web data.  Do not use spaces or symbols in the name of the document.

Tables:

	In order to gain some control of the formatting of your webpage, use tables to hold text and images. To create a table follow these directions:
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Click on the table icon on the tool bar or

· Click on Table in the menu bar.  Choose  INSERT TABLE and choose the number  of rows and columns that you want.

· If you want to add rows or columns you can go to TABLE / INSERT and choose the appropriate Insert Rows or Columns option.

· To format the contents of your table, click on TABLE/TABLE PROPERTIES and choose the appropriate options.


Insert Images:

Images used on the Internet should end in .jpg or .gif.  Save all images into your web folder before inserting them into your table.  To insert images:

· On the Menu Bar, click on INSERT – PICTURE – FROM FILE.

· Choose the picture that is in your web folder.

· You can modify the size of the picture by clicking once on the image and dragging from a corner.

· Include a reference for any images used.

Insert Links:

· Type the name of your link into your table.

· Highlight the link name and click INSERT – HYPERLINK.

· If linking to a webpage: 

· Beside LINK TO: type the URL (http://www.mufinfilms.com)

· If linking to a document in your folder do one of these:

· Click DOUCMENT – SELECT and navigate to your document.

· OR type the name of the document (selfeval.doc) in the LINK TO: window.

Getting Fancy:

· To create a theme, under FORMAT choose THEME and select one of the templates available.

· To add a background color your page, under FORMAT choose BACKGROUND and pick a color (KISS)

· To delete the lines around your table, under FORMAT choose BORDERS AND SHADING. Choose SETTING – NONE.

