Create a Website using MS Word

1.  FIRST!!!!

· Check with the internet technology (IT) person at your school district and inquire about posting materials on the school district servers.  Do you have to post the material on the server or can you create the website and they will post it for you.  

2.  The EASIER WAY to create a basic webpage.  

· Create a document in Microsoft word (include any pictures, colors, text, and formatting you want)
· To insert a link between text on the page and the video you’ve created
· To do this, click “insert” on the toolbar, select “hyperlink,” click once on the video you’ve made (IT MUST BE IN THE SAME FOLDER), then select OK.  

· When you’re finished, click “file” and “save as.”  Give the webpage a name and under “save as type,” select “web page (*.htm, *.html).”  

· If you want to edit your webpage in the future, open it using Microsoft word, not Internet Explorer.  

· Included in your email is a sample website created using this method called “sample website built using Microsoft word”

3.   Creating more complicated webpages and creating a series of webpages linked to form a website.
· Organization - Create blank files to represent future webpages which you can link.  Plan your website ahead of time to create folder and file names.  Think of this structure like an organizational chart.  
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· Tables
· Why use tables? – Organize content and permit a standard viewing experience 
· Inserting tables – Go to the “Table” pull-down menu and select “Insert” and then “Table.” 

· Making tables invisible – Click somewhere inside the table you want to modify.  Go to the “Table” pull-down menu and select “Table Properties.”  A new window will open, click “Borders and Shading” near the bottom.  A new window will open; select “None” under the “Borders” tab.  Click “OK” and “OK” again.
· To apply a color to a portion of the table, click the “Shading” tab in the “Borders and Tables” window.  Next, select a color and under the “Apply to” pull-down menu, select the entire table or a cell.  

· Modifying page backgrounds – Click the “Format” pull-down menu, highlight background, and then select a color or use the “Fill-Effects” for the desired texture, pattern, or picture background.  
· If you want the background to show through a table, again open the “Borders and Shading” window and select “No fill.”  

· Hyperlinks – Text or pictures which when clicked, direct the user to another webpage, a file, or an email address.
· Hyperlink to an existing file – Click the hyperlink icon on the web toolbar.  Click “Existing File or Webpage.”  Browse for the desired file or webpage and click “OK.”  

· Place in Document - Click the hyperlink icon on the web toolbar.  Click “Place in This Document” and select “Top of the Document.”  No other options are available.
· Email Address – Click the hyperlink icon on the web toolbar.  Click “Email Address,” type the address, and hit “OK.”
· Images
· Inserting an Image – Select “Insert,” then “Picture,” then “From File,” and click “OK.” 

· Adjust the size of the image by click on the handles 

· Editing an image
· Contrast – Use the picture toolbar

· Brightness – Use the picture toolbar

· Size – Either drag the handles or select the “Format Object” icon from the picture toolbar.  Once open, select the “Size” tab and insert the desired size.
· Cropping – Select the “Crop” icon from the picture toolbar.  Drag one of the picture’s handles to an appropriate cropping position.
Saving web-based files to a user’s computer – Instead of left clicking on an internet based link to view it, right click on the link and select “Save target as.”  A new window will open; specify a file name and click “Save.”  The file will download to your computer without opening.  This feature only works when there is one terminal file such as syllabus.doc or grades.xls and not an assortment of files.  

Saving a website – If you come across a website on the internet you like, save it and convert it into a template.  

To do this, go the website you want to copy, select file and then “Save As.”  Internet Explorer will save the webpage as an html file and an accompanying folder of images and other files.  To edit your new template, open the html file with a webpage editor (Netscape Composer, Dreamweaver, Frontpage, etc), make your modifications, and resave.  

Uploading to a server –Tell the webmaster you wish to create a website on your computer and upload it to the internet.  Some questions to ask:
· Is it possible/permitted to post school-related webpages on the servers?

· Is there a file size limit?

· Uploading to the Server:

· Will the webmaster upload the website or is a file transfer protocol (FTP) required?  If an FTP is required, please seek instruction from the webmaster.  

· Is direct access to the server permitted?   In such a case, you will open and save the website directly to the server.  

· How often are updates permitted?
Contact Me

· Email:  cummiskeymad@ccsu.edu 
· Website: http://www.ccsu.edu/physedhltfit/faculty/cummiskey/wikipe.htm 
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