                      
Lab # 9 
How to use Word 2007 to Create Webpage
Activity Sheet 
Reference – Slides given in the course site for MS Word 2007 


Name________________________________________		        		Score________/50
Directions: Place this sheet on top of all completed activities and staple them. Number any printed documents with the activity number listed below.  Hand in all completed activities at the end of the lab period to your lab instructor.  Point value shown after each activity.

Prelim: In this lab we are going to use MS Word 2007 to create a webpage. We are going to install this home page on your AFS drive. After this lab you will be able navigate to your web page from the internet. You can add whatever features to your webpage but you have to do what is required here.
Steps:
1- Create a folder on your desktop and give it the name “Your Last Name_Webpage”.
2- Open a new MS Word 2007 document.
3- Change the font into “Times New Roman” with font size 14. And then start typing:
[image: ]


4- Of course you will put your name instead of John Smith. Save the file under folder you made but you have to choose web page type and give it the name: index.htm but DON’T hit save yet

[image: ]










5- You select “Change Title …” button and type “<Your First and Last Names >Home Page”
[image: ]




6- Now save your file! And do not close it.
7- You need to add a separate page for your schedule, so open a new MS Document and save it under the name schedule.htm and of course it has to be web page type. It will look like this



[image: ]








8- Now back to your index.htm file type in:
Here is a link to my schedule:
		Fall 2009 Schedule
9- [image: ][image: ]We want to insert hyperlink for the schedule page. Here is how:

Select Hyperlink and type in the address: http://www.pitt.edu/~your_pitt_user_name/schedule.htm


10- You go back and add links to all the sites we listed in top (MySpace, Facebook…) using the same steps. For example the address for Facebook is:
http://www.facebook.com

11- [image: ]I added more stuff to my page; however, you can do the same or do something else! 














12- Before you close both files edit their background by going to the page layout tab in the ribbon and choose “Page Background” and click on “Fill effects” under “Page color” button.

13- You need to move these files into your AFS drive under html folder that is a subfolder of public. Make sure you close these two files (index.htm and schedule.htm) before moving them.
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