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Using Microsoft Word as a Web Editor
Web editing software such as MS Frontpage and Macromedia Dreamweaver are designed to allow the creation of media rich web pages, but a word processor can be used for the same purpose.  Until recently this meant having to painstakingly write the code which described each line in the language of the web - Hypertext Markup Language (HTML), an example of which is shown below:
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Fortunately Microsoft has included features in Word that facilitate the creation of web pages.  To create two simple web pages that are linked together, follow the steps below...
1. Create a new folder for your web pages, and call it whatever your web site will be called.  Your web pages and their content, text, images, sounds, movies etc will all be stored in this folder to keep them together and to allow them to be transferred to their final site on the Internet or an intranet, or a CD, in one whole, without losing any of the content or the links.
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Open MS Word and change the View to Web Layout:
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Insert a title for your page, I have called mine 'Vic's Home Page', and then save as a web page in your new folder.  This will be your home page and should be saved as "Index".
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4. In 'My Computer' find your newly saved web page (Index.htm) and double-click on it – this will launch Internet Explorer (your web browser).

5. You'll be using MS Word to edit your web page, and Internet Explorer to view it as it will appear in a web browser, so you will need to switch between these two views as you work by clicking on their buttons on the task bar at the bottom of your screen.

6. When you have made any changes to your web page, save them immediately (you can press Ctrl and S on the keyboard to do this) to update the file on your computer.
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To view these changes you will need to switch to Internet Explorer and press the Refresh button to update the view being displayed on your screen.

8. Create a second web page and give it a different name - I'll call mine a very unimaginative 'Page2', but notice that I haven't left any spaces in the title.  This is standard practice in naming web files, underscores are OK, but not spaces, so I could have named it "Page_2".  This is because of the method used to transfer web files from your computer to the Internet server where they will be 'published'.
9. Save this second page as a web page and place it in the same folder you placed your Index page in, to keep them together.
10. Now let's create a text link between the pages.  First we need a link between the home page (Index.htm) and the second page (Page2.htm).  I have inserted the text, "Page 2" as my link:

11. Convert this text to a hyperlink by using INSERT, HYPERLINK from the main menu, and select the web page you want to link to, as shown below:

12. Now create a return link from page 2 to your home page in the same way: 
· type in some text, 
· convert it to a hyperlink, 
· select the home page as the linked page.
You should now be able to move back and forth between these two pages.

13. Finally, you might want to add some images to your web pages.  This is just as easy as inserting pictures in a Word document.  From the INSERT menu select PICTURE, FROM FILE and browse to locate the picture you want to use.  Word will create a folder named after your web page, for instance Index_files or Page2_files, and place your image inside this folder.  Remember to save the changes and refresh the browser window to view them.

