Make Your Own Web Page Using Microsoft Word 97. 

Part 2. Graphics and Hyperlinks.

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

Graphics.

In Part One I touched upon graphics. I detailed one method of inserting an image into your web page. There are a number of others, though using the Clip Art Gallery is by far the easiest.


1.
Click on Insert on the top menu bar. Now click on Picture. As well as Clip Gallery, you will see From file, and Browse Web Art Page. 

The former enables you to browse your hard disk or cd-rom to search for graphics. This is especially useful for new graphics that have not been registered by the Clip Art Gallery. 

The latter, if clicked, will open Internet Explorer, and ask you to go on-line. It will then open up a Microsoft page of artwork for web pages.

2.
You can also insert Microsoft Word Art text into your web page. Click Insert. Now click on Object. In the list of objects scroll until you see Word Art. Double click and enter and format your text. If Word Art is not in the list of objects then you need to install it from your MS Office disk.

3.
Also in the object list you fill find Bitmap Image and Paintbrush  This will open up MS Paint and you can draw your own image (if you are artistic enough).

Tip:
Internet web pages can only handle two types of graphic images. They are jpg and gif files. However, you can insert any image into the Word 97 html page, and it will convert the images into the correct format (usually gif).

Tip:
Graphics are slow to download on the internet. Never use too many images, or ones that are too large, otherwise the person viewing your page will get impatient and leave. As a rule, images under 20kb are acceptable.

Backgrounds.
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So far, in spite of colourful text and fancy graphics, our web page background has remained a stubbornly boring grey. But this is easily remedied. In fact we have a choice of using colours or an image. If we choose an image it is tiled so that it fills the entire web page.

1.
On the button-bar, left of the "A" for colouring fonts, you will see a paint can tipped sideways. Hover the mouse over it, then click it. This palette will appear. You can choose any colour and your entire web page will take on that background. 

2.
But for something a little better click on "Fill effects..." You will see a collection of textured images. Choose one and click OK. Repeat the process until you are familiar with it, and are happy with your choice.

Tip:
Be careful in choosing a background colour or texture. Ensure that your text is legible. Use contrasting colours.

Hyperlinks.


These are the main element of internet navigation. You will have experienced them in two forms, either a textual jump or a graphic jump. MSWord 97 makes creating these jumps an easy process once explained and practised.


1.
But first, we need a second page to jump to. In part one you created a page called "mywebpage.html". If it's not already open do so now in MSWord. Now click on File\Save as... and save it as mywebpage2.html. It doesn't matter that both are identical in content. 


2.
Position your text cursor at the end of the document. With your mouse click on Insert\Hyperlink... A dialog box opens. In the top box type mywebpage.html. Click OK. In your document you will see mywebpage.html in colour. Hover the mouse over it. It changes to a hand. Save your page and close it. 


3.
Open mywebpage.html. Go to the end of the document, and click Insert\Hyperlink... This time type mywebpage2.html in the box. Save it.


4.
Go to File\Web page Preview. Click. Internet Explorer will open and display the contents of mywebpage.html. Find the hyperlink and click it. In a few moments mywebpage2.html will be displayed. Find the hyperlink and click it. Now you are back to the first page.


5.
Close Internet Explorer and go back to MSWord. Make sure mywebpage.html is open. 


Usually a text hyperlink does not show the name of the file it will open. Instead it will say something like:  Go to next page. Here's how to make such a hyperlink.


1.
Type the word "Next". Now keep your finger on the shift key and tap the left arrow four times. The word Next should be highlighted.  
Tip:
You can also do this byy positioning the mouse cursor at the start of the word, holding down the left mouse button and dragging the cursor along the word.


2.
Leaving the word highlighted, click on Insert\Hyperlink... Type mywebpage2.html in the box and click OK.


3.
The word Next should now be a hyperlink. Hover your mouse over it to check.


In this way you can make any word or group of words into a hyperlink. In Internet Explorer carefully chosen text will guide the user through the various pages of your web site.

Graphic Hyperlinks.

Of course, graphics look better than text, and buttons with "Next page" or such can be made into hyperlinks also. Here's how.


1.
Insert any graphic into your document (it should be mywebpage.html). Make it about the size of a stamp.


2.
Click on it so that a border appears with eight small handles.


3.
Now click on Insert\Hyperlink...

4.
Type mywebpage2.html in the top box.


5.
Click OK.


6.
See if it worked by floating the mouse over it. If it becomes a hand...bingo! 


7.
Save .


8.
Use the Web Page Preview to see it in action.

Practice.

Go on - do all the above many times. Insert graphics, backgrounds, Word Art,  and both textual and graphical hyperlinks.


My next article deals with planning a school web site.
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