A Guide to Building a Class Website 

Microsoft Word 2000

When you First Begin

You can save your work anywhere you would like, but for simplicity sake, we will create a folder and save on the desktop.

Create a New Folder on your Desktop

· Place your mouse on your desktop

· Right Click

· Select “New” then select “Folder”

[image: image1.png]o Shotcut

9 wiziFie
Z) Tewt Document
) itosot Word Docuent
] Bitmap Image
Wi med e

Active Deskiop >

Arangelcons » () Biifoass

Line Uplcons 1] Mitosoft PoweiPointPresentaion
551 Mictoso Excel Warkshest

) Microsoft HTML Document 5.0
Paste By Micrasoft Office Binder

Paste Shortout (21 picrosolt Publisher Publication
UndoRename (5 hicioftDataLink

TR [ Coscadng S Sheet Documert

Refresh

Fiopetes




· Type your last name  -- this will name your new folder

Create a New Web Page

· Open Word
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· Click “File” then select “New”

· Double click on “Web Page”
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Save Your Work

With the page open that you want to save . . .

· Click “File”

· Click “Save As”

· Click the Desktop icon 

· Find your folder double click the folder to open it

· Name the first page of your web site index.  The other pages can be given any name.  All names must be lower case.

· Make sure it says -- Save As Type: Web page
Graphics and Pictures
Before you start to build you web pages, you should first find the graphics that you will be using.

If you plan on using the Clip Art in Word you can ignore this section.

Save Graphic From the Internet

· Find the picture that you want

· Place the cursor on top of the picture

· Right click on the picture

· Select “Save Image As”

· Give the picture a name if you don’t like its current name

· Save the picture in your folder that was created earlier and is on your desktop – 

Insert a Graphic

· Place the cursor where you want the graphic

(Click center to center the graphic)

· Select “Insert”

· Select “Picture”

· Choose “From File” or “Clip art”

Background Color 

· Select “Format”

· Choose “Background”
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· Choose a solid color 

· For a textured background choose “Fill Effects” and choose the “Texture” tab

· Click on the color or texture you want and select “OK”

Create a Table

It is a good idea to use a table when creating a Web page; however, you don’t have to use a table.  A table will help keep your text and graphics where they belong.

· Place the cursor where you want to insert the table

· Click “Insert Table” and hold
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· While you’re holding the left mouse button down, drag down and select the number of rows and columns

Create a Hyperlink

· Highlight the text or graphic 

· Click the Insert Hyperlink icon

[image: image6.png]



· Click “Existing file or Web page”
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· To link to an existing page click “File”

· To link to a web page, enter the web page name (http://www.name.com)

· Click “OK”
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