Make Your Own Web Page Using Microsoft Word 97. 

Part 1. Text

The author retains copyright of all the material in this article, and nothing therein may be re-used without his express permission. Use the school e-mail address contact. Comments welcome.


Now that all Irish Primary schools are on-line and surfing the net, it's time to plan putting your own school on the web. Many schools have, of course, published themselves already and others are in the final stages. But in these cases, there has been a teacher on the staff who already has the knowledge and experience necessary.


So are schools with computer illiterate teachers to be left hiding under a bushel? The reply is a resounding no!


The intention of this article is to guide teachers through the process of designing a web page using the tools already to hand. All that is required is Microsoft Word 97. It is installed on your Gateway computer given courtesy of Telecom Eireann (bless them!). Indeed older pupils could do this, too, once the teacher becomes familiar with the procedures and can guide them.


Use this article as a companion. Print it.  Have your computer in front of you, and follow the guidelines as you read.

A Web Page.
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1.
Open Word. Immediately go to File \ Save as HTML... and save your document as mywebpage.html. The screen will change, and a different menu and set of buttons, shown below, will appear. Many of these are familiar to users of Word, but some have a purpose specific to web page design. 

The most important row is the second, with a drop-down box showing "Normal" on the left and an "A" at the right end. Slowly float the mouse along these buttons stopping at each. A small box, or tool-tip, will appear to explain each button. You can use this feature to find buttons mentioned in the article.

2.
Type the words My School's First Web Page.  Don't press enter. Use the mouse to move the arrow to the word "Normal" in the white drop-down box. Click on the small black triangle. Click on "Heading 1" and your text changes size. Now press enter.


Each line of text you write will be "normal" in size at first, but can be changed before you press enter by choosing a different style from the drop-down box. Alternatively, choose your style before you type.


Now before you write a short description about your school, go to the far end of the same panel. Click the triangle beside the "A". Choose any colour. Write a few sentences. Then choose "Heading 2". 

3.
You will need a graphic. Along the top line find the word "Insert". Click. Move down to "Picture". A side menu appears. Click on "Clip Art". When the "Clip Art Gallery"  appears, double click on the graphic of your choice. It will now be on your web page. If the Gallery is empty, you need to insert the Microsoft Office disk in the CD-ROM caddy.

4.
To choose a background colour, click the button to the right of the "A" you used before. It looks like a paint can being tipped over. Choose a colour from the palette. Experiment till you are happy with your choice. 

5.
The real test of your masterpiece is when it appears on Internet Explorer. To see how it will look click on File\Save or on the button like a floppy disk. Then return to File\Web page Preview. Click. Internet Explorer will load, and your web page will appear.


It may not amount to much...yet. But you are on your way. Close Internet Explorer.

Tip:
Saving and opening files in the Word web page designer is much slower than for standard documents. Be patient.

Text Layout.


Text looks better if it is laid out neatly. To do this you can insert a table in your web page. 

1.
Click on the word Table on the top menu-bar. Click on Insert table. Choose a layout, say 2 X 2. Click in the first table cell. Type some text. The cell will expand to accommodate the words. Click in the second cell. Type more text. Fill each cell with your chosen text. Remember you can choose different sizes and colours as described already. Save and view in  Web Page Preview again.

2.
At this point, go to View on the menu-bar, and click on HTML Source. If you are asked to save your document, choose Yes. The strange text that will appear is the coding for the web-page you are creating. Breath a sigh of relief that you don't have to write the coding as you see it (though you could if you learn HTML programming) and click Exit HTML coding above the preview window. You are back to your web page.

Practice.


Spend some time planning the text of a page. You should experiment with different text sizes, colours, and types. Insert a number of tables. Play around with the text in the cells. 

Opening up again.

When you've had enough, save your file again. Keep the original name, "mywebpage.html". But, how do you open it again another time? Well, there are two methods. 

1.
Open up Word, then click File/Open. You should see the file in the list. Click it once, and click "Open". 

Or,

2.
Use Windows Explorer to find your file. Right-click on the file. A list of options appears. Choose "Open in Word" and Word will begin, and load up the file. Word will automatically change to its Web page Editor mode. If you double click Internet Explorer will run and display the page.


Now, get on with your practice. The next lesson will deal with graphics and hyperlinks.
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