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Best Practices
for Using Microsoft

Word to Create
Simple Web Pages

by Mark D. Webster

W@b development applications like Microsoft FrontPage, Macromedia
Dreamweaver, and Adobe Golive expedite the process of creating and

editing web pages. These and other programs have become increasingly more
popular and more powerful in their capabilities. However, despite readily available
training and a reasonably gentle learning curve, many educators are still hesitant to
venture into web page design. Perhaps part of the reason is due to the mystique
related to HTML and confusion surrounding the many technologies that intersect in
bringing us the Internet. For users reluctant to venture into web development,
Microsoft Word can be a viable option for someone just beginning to develop
web pages.

Microsoft Word has essentially become the standard word processing
application and for good reason; it’s an excellent, general-purpose application for
creating a variety of documents. With the increasing popularity of the Internet,
Microsoft has made progress over time in integrating Word and the other Microsoft
Office applications with the web. By utilizing Microsoft Word, those seeking to
develop simple web pages can begin with a tool and application interface with
which they are already familiar. By following some best practices, perhaps forgetting
a few bad habits, and using various utilities to cleanup the extraneous HTML code
that Word generates, the average user can create simple, static web pages that are
acceptable. However, for more dynamic documents that feature interactive
elements or more sophisticated page layouts, a web development tool like
Macromedia Dreamweaver would be needed.

Those using Word for web page development will need to use Word with the
mindset that the ultimate product will be a web page. Web documents are written
in HTML, or Hypertext Markup Languase, a document languasge that defines the
structure and layout of a welb document by using a variety of tags and attributes.
While learing how to write HTML code is not necessary for creating web pages, it
is important to understand that there are certain constraints imposed by HTML, and
a user cannot do everything he or she may be accustomed to doing in using the
word processor. Because of the nature of how HTML displays web pages, those
using Word in creating a web page will recognize that there are special ways to
format the content in a document that might be different from what they are
accustomed to doing.
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Simple Web Pages, continued

Getting Started

In beginning a new document, you can either start with a document in Word
format, or an HTML document. Selecting File > New opens the window you see
in the screen capture below:

hew x|
Cther Documents | Publestions | Beports | WebPages | Business lanner Termplabes | Endbiote |
Generd | DreciMalManeger | Legaifleadngs | Leterstfaces | Hemes |
@ 8 oo
h=— Frimve
.. Bt
Hemnrage
Presview nok areasdabls,
Criosho Mew
7 poomeert Template
o | cwed |

Figure 1: Create new document

If you know from the start that your document will essentially be a web page
that will not be printed or saved as an Adobe PDF file, it makes sense to begin with
a new Web Page. However, for documents that will likely be printed out, it’s
important to realize that it's often difficult to print out a web page because you
can'’t use page breaks to lay out the pages, and the pages often break in
undesirable places within the document. Therefore, choosing to begin with a blank
Word document is often your best option, provided that you follow best
practices in creating your document, with the understanding that the ultimate
product will be a web pase.

There are three layouts that you can select when composing a document in
Microsoft Word: Normal, Web Layout, and Print Layout. To change your screen
layout, use the View menu. When using Word to create a web page, it is best to
workin Web Layout mode, although occasionally you should switch to the other
modes to check the appearance of your document, especially if it will be printed.
Note that in Web Layout view, the margins are close to the edge of the page. When
you're in Web Layout, the ruler should be removed from the toolbar. The width of
text on your pase is dependent upon browser and display settings on the
computer that you are using to view your page. Therefore, having the ruler present
in Web Layout would serve no purpose when creating your web page. To remove
the ruler, go to your View menu and uncheck Ruler.

Forgetting Bad Typing Habits

OK, now don’t get too defensive. The first step is to honestly look at how
you typically use a word processor. There are several bad habits that will cause
trouble in creating web pages. You may get away with these bad habits in typing
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word processing documents, but this will not be the case in creating web pages!
Tab key: Please forget that your keyboard has a Tab key!

QOutside of using it to move from one cell or field to another in a table, form,
or spreadsheet, it has virtually no other purpose in creating a web page document.
Do not use the Tab key to indent paragraphs because HTML clean-up utilities, like
the one included with Dreamweaver, will remove indentation created with the Tab
key.

Formatting Paragraphs

If you need to indent your paragraphs, then use Word'’s paragraph formatting
feature. Select Format > Paragraph, and the window like you see on the right will
open. Open the drop-down list under Special to select First line to indent your
paragraph. Indenting your paragraphs this way will insure that your HTML code will
indent your paragraphs using the text-indent property that is a feature of the
Cascading Style Sheet standard.

21|

Indents and Spacing | Line and Page Breaks |

Aligriment |LeFt v[ Cnstline: level: |Bu-:|y bext 'I

Indenkation

E{.‘h g Special: By:
i ID. = w5 =
Spacing

Iabs.. | [ ok ] cancel

Figure 2: Paragraph window
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Inappropriate use of the Spacebar

Inappropriate use of the Space Bar can get you into trouble when creating
documents destined for the web:
. Don’t use the Spacebar to indent paragraphs; indent your paragraphs
using the paragraph formatting method described above.

. Never use the Spacebar for aligning text or graphics on the page. Use the
Centertool to center text or images, and use the Increase Indent or the
Decrease Indent to indent entire paragraphs or a list of items. If three page
elements need to be spaced across a pasge, even on a single line, the user
needs to follow best practice and create a three-column table.

Inappropriate use of the Enter key

The Return or Enter key can also get you into trouble:

. Very few users are actually guilty of this, but don't hit the Enterkey at the
end of each line like you're using a typewriter. The Enter key should only be
struck once at the end of each paragraph, unless you are creating a
bulleted or ordered list or inserting blank lines on a page. Allow the lines in
a paragraph to automatically wrap from one line to the next.

. Do not hit the Enter key several times to force text to start on a new page.
Inserting a page break for this purpose will allow you to print your
document the way you desire, without causing your document to look
awful in a web browser because of the extra spaces.

Formatting Issues

Selection of fonts

You should use fonts that are common to both the Windows and Macintosh
platforms, and which will be installed on the majority of computers that will be
browsing your web pages. If someone views your page and his or her computer
does not have the font installed, your page will be displayed using the browser’s
default font, which is typically Times New Roman. There are basically two major
types of fonts: serif fonts, in which the letters have little serifs or embellishments on
the edge of the type, and sans serif fonts that are simpler and lack the serifs.
Generally speaking, in printed documents, serif fonts are often used for the main
body of text in order to aid in reading and the recognition of characters because
the little serifs help to guide our eyes and our brain, while sans serif fonts are often
used for headings. However, on a computer screen, many people believe that sans
serif fonts are easier to read because serifs tend to disappear on the screen,
especially with small type. The sans serif font Arial is a popular font used for web
pages. Some serif style fonts like Courier New are mono-spaced fonts where
spacing is not adjusted to accommodate letters of different sizes (typewriter style
fonts).

Regardless of which fonts you use, a general principle for most situations is the
rule that you should never use more than two fonts on the same page.
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Using too many fonts on a pasge can be a bit of an eyesore. The text of this article,
for example, is sans serif. While the safest fonts to use are probably Times New
Roman and Avrial, there are other fonts that are a relatively safe bet, and which will
be found on most computers. The following table lists fonts that are good for web

pages:

Seril Sans Seril

Arial The quick brown fox jumped over the lazy dog
Arial Black | The quick brown fox jumped over the lary dog.
Comic Sam3 The guick beown fox jumped over the lazy dag.

Courier The guick brown fox Jjumped owver Ehe lszy
dog.
COULLEE The guick brown Lox jumped over che Lazy
Blew dog.
Georga Thie guick brown fox jumged over the lvzy dog
Impact The ouick browmn fox jumped ever the larg dog
Timae The guuck brown fox jumpad over the lazy dog
Haw
Foman
Wardana Thie quick brown fox jurmped over thie lazy dog,

Figure 3: Font chart

Use Styles

Often, those using Microsoft Word for

Wormal F Times New Roman -

word processing will spend a lot of time =34
highlighting text throughout a documentand | Default Paragraph Font = =
manually changing the font and font size over =3
and over again. There is a better way. Using FollowedHyperlinl -
Styles allows you to quickly format a =q
document in such a way that you're Foater 3
consistently applying the same font =q
Header a0 2

attributes throughout the document. For
example, let’s assume you want certain sub-
headings to all be the same font and size, in
bold text. Rather than manually having to
make these three changes repeatedly for
each sub-heading, you can use Styles to
simply the process. For example, the title at
the top of a page might be set for Heading
9, section headings might be Heading 4,
while the main body of text is Normal text.

Not only does using Styles save time
and labor for general word processing, but
using Styles is also important for documents
that will later become web pages. When a
document that uses Styles is saved to HTML,
Word will save your document using the
HTML heading tags such as H1, H2 and so
forth. To use the Paragraph styles in Word,
highlight your paragraph or text, and select
Format > Style, or use the drop-down list
on the Formatting toolbar.

Vol. 17,No. 3
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Use Bulleted and Numbered Lists and
Decrease and Increase Indent

Use automatically formatted bulleted and numbered lists for both
documents in Word format, as well as web pages. Note that if you start trying to
type a list manually by beginning the first line with 1. (number 1 followed by a
period) and then a space, Word automatically converts your text to a numbered
list. Automatically formatted lists format well when saved in HTML.

Please note what was emphasized above under the sections relating to
inappropriate use of the Tab key and Space Bar. If you want an unordered list
without bullets, then you can type your list of items, highlight the text and use
Decrease Indent or Increase Indent to indent the list of items. If you want a bulleted
list, then simply type your list, highlight the text and create a bulleted list.

When creating bulleted lists, don't try to get too fancy with the style of your
bullet. Using customized bullet styles relies typically upon the Wingdings font, so that
the computer being used to view your page must have Wingdings installed
(however, most computers will have Wingdings installed).

Use Tables!

Tables are an excellent tool for organizing and displaying information in rows
and columns. As mentioned earlier in the section relating to inappropriate use of
the Tab key, the practice of
typing and using the Tab key
to manually move over a set
amount of space for each Table size
column is not best practice Mumber of columns:

(unless you're using an old —
Mumber of rowws: IZ 5

typewriter that you happen
to pick up from an antique AuboFit hehavior

store).
% Fixed colurnn width: I.ﬁ.utu 5‘

Those creating web o AukoFit to conkents
pages must become " AutoFit bo window
proficient with tables
because web page layout is
typically highly dependent
upon effective use of tables.
Word provides you with
some decent tools for
Creating tables. There are
generally two main ways to
Create tables in Word:

AutoFormat. .. |

Table Format {none)

[ Set as default fior new tables

(0] 4 I Cancel

Use the Table menu to insert a table
You can select Table > Insert > Table to create a table and specify the
number of columns and rows.
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Draw Tables

You can draw a
table using the Tables
and Borders button on
the Standard tooloar.

While drawing

Vo] — = wed @0

i

EISEE LTI

tables is an easy way
to create tables, there is a serious drawback if you're creating tables for a web
page with this method. When you draw tables, Word, of course, creates a table
with the exact dimensions that you drew. However, tables that are drawn do not
automatically scale very well in the welb browser to suit different display settings. In
most cases it is best NOT to draw tables, or even overly “tweak” the height of rows
or the width of columns. While sometimes you will need to adjust the height of rows
or the width of columns, leaving these settings undetermined will allow a table to
automatically scale to suit different display settings and whatever content is placed
in the table. Therefore, our focus will be on using the Table menu to create tables
and on becoming proficient with ways to customize tables and edlit their

properties.

Table Properties

After
YOu Create
your table,
it is easy to
adjust the
properties
of the table.
Place your
cursor
anywhere
within the
table, and
select Table
> Table
Properties.
The best
way to learn
how to
Create
tables is just
todoit
Create a
practice
document
and
experiment

Figure 6: Table draw toolbar

[ Preferred width: II:I" 5‘

Table Properties ﬂﬁl
Table | Ry I Zalurnn | Cell |
Size

Measure in: |Inches -

:

Alignment

iEz]

I

Indent From left:

-

i
Left Zenter Right
Text wrapping
Mone Around Pasitioning. .. |
Borders and Shading. .. | Qptions., ., |

Zancel
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with creating different tables and changing properties. In the screen capture on the
right, notice you can change the properties of the table as a whole, or the
properties for a row, column, or even an individual cell.

Changing Cell Properties

Knowing how to change the Vertical Alignment of a cell is something that will
be useful in formatting your table. In this particular cell, the vertical alignment is set so
that the text starts at the top of the column.

Table Properties . 2

Table | Rt ICDIgmn

Size

[~ Preferred width: IIII" 5‘ Measure in: IInches vI

Wertical alignment

0 2 |d

Top Center Eattom

Qpkions. ..

(0.4 I Cancel |

Figure 8: Table properties (cell tab)

Using Horizontal Lines

To add a horizontal line to your document, select Format > Borders and
Shadiing, and then click on the button on the Borders tab.

This opens the Horizontal Line window, seen in the screen capture. Please
note that all of the options on the Pictures tab use images for the horizontal lines,
except for the first option. Choosing the first option allows you to create a
horizontal line without adding additional download time to your document
because Word takes advantage of the horizontal rule <HR> tag in HTML for this
particular option.
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Figure 9: Horizontal line window

Inserting Image Files

Pictures From File

There are several ways to add images to your documents in Microsoft Word.
You may have existing image files that you'd like to add, in which case you simply
select Insert > Picture > From File and browse to the location on your drive
where the file is stored,

and then select the file et Pt R 2ix
and click on the Insert [ rosionwebpors =] = (32 [ X B - T -
outton. S s, s CEEEET
) Hedithy_Chessoeska fles i -
_:l tamp [ i Hpbor of ohave 3 5
When you later | [P ek E—
1 g 3 bt by
save your page in HTML Bl |5 e e i B
format, you'll need to p e i
P O e | Tt formaat r0ra) A
remember to copy both e areme)
your web page file as well ﬂfﬂ“ﬂ:ﬂfﬁm e
as image files when you Y | o o —
copy the page to = L 3 =
another drive, computer, Flesofiuper [Nl Putures (*onfi% oo™ g F1 om0 =] Cancl
or web server. Figure 10: Insert pic window
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Copy and pastlng Images

Virtually any image that you copy to the Windows clipboard can be pasted
into your Word document. When you later save your document in HTML format,
Word creates a special folder for image files and assigns a file name to each of the
individual images on the page. For example, this particular document was saved
using the file name word _for web_pages.htm, and Word automatically created a
folder entited word for web pages files to house the images that are
embedded in the document.

Using the Microsoft Clip Art Gallery

You can also use the Microsoft Clip Art Gallery to add images to your page,
by selecting Insert > Picture > Clip Art. The gallery features a search function
that works very effectively. For example, assume you were searching for an image
to accompany a hyperlink that you're providing for visitors, so they can contact
you by e-mail. Depending upon how many images are installed on a particular
computer, using the search function to search for the keyword “e-mail” or “mail” will
probably find several images of envelopes or mailboxes.

Saving Your Document and the Microsoft
Office 2000 HTML Filter

The first section in this document, Getting Started, discussed that in beginning
a new word processing document you can either start with a document in Word
format or an HTML document. If you opt to create a document in Word format, it is
easy to convert your document to HTML format. Simply choose File > Save As
and open the drop-down list for Save as type. Choose Web Page for the file type,
as seen in the following screen capture.

P lith: Bkt Practices for Using Microsofl We...  Change Tbs...

Fis parne: [oond_For _seab_pages.hite =1 |n Tave I
Sove a5 Dvpet [Wiob Page (% oy * bl = Carcel |

fivicae] Dxoummene |+, dae -

Ceocurmant Tersplabes [ dob )l

Rich Tesk Parmat (*,0bF)

Tosck Oy (™. L)

Tyt i wikh Ling Broabos (+ 21t =1

Figure 11: Save as window with .html highlighted

DO NOT include any spaces in the file names of welb pages or accompanying
image files. You can use an underscore to separate parts of a file name, but do not
use spaces.

If you save a Microsoft Word document in HTML and examine the source
code generated by Word, you will notice that there are special Office-specific
markup tags embedded in the code. These tags are designed to assist with the
“round-trip” of a document from HTML format back to Word format. Before
beginning to create word documents with Office 2000, it is recommended that
you download and install the Microsoft Office 2000 HTML filter, available on
Microsoft’s web site: http://office.microsoft.com/downloads/2000/Msohtmf2.aspx
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This special filter is free, and it allows you to save your document and remove
the Office-specific tags. Removing these Office tags from the code makes your
document more compact and more HTML compliant, and you reduce the file size
of a document, thereby saving on storage space on your hard drive or web server.
The Office 2000 HTML filter also adds the Copy as HTML feature as on option
under the Edit menu.

Using the Office 2000 HTML Filter

To export a document using the Microsoft Office 2000 HTML filter, simply
choose File > Export To and choose Compact HTML.

Fle Edt Wew Irsert Format Tooks Table Window Help Acrobat

(3 raswr, . Ctrl+n Y ‘fI I
= Open. .. Ctr+0

Close

Cave As

wWeb Page Preview

Export To b w Compact HTML...
£S5 Style Sheet. ..

Figure 12: Export to

Microsoft Word and Macromedia

Dreamweaver

While the Microsoft Office 2000 HTML Filter does a pretty good job of
cleaning up Office-specific HTML code , the professional web development
product

' x|
Macromedia
Dreamweaver sasc | Ostades |
IntﬁlletiSta similar g L HTM, from I-r:w: i e e vad '! -_____‘__J-.'a'-:i
utl Ity d R Emenowe of Word spackc markap Hely
performs much . Gl i C55 ——‘
the same F Cean up fonts t L.

¥ Fix imvvabcly rested togs

function. After
F secbacgondokr [sreerer

opening B ook i i
Dreamweaver,

select file > R Show log on camckeban
Import >

Word HTML

and browse to
select and open
your Word
document.

Dreamweaver’s Figure 13: Clean up word HTML
import utility
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opens a window that allows you to choose the version of Microsoft Word for the
document and the specific items that you'd like to clean up.

Experiment with Macromedia Dreamweaver and you'll quickly see that the
application provides a treasury of features and advanced capabilities far beyond
what Microsoft Word offers for web development.

However, for simple web pages, Microsoft Word can be a viable option for
someone just getting started. By using the tool with the mindset and requisite skills
that the ultimate product will be a web page, you will find that Microsoft Word will
allow you to create simple web pages that are nicely formatted.

Article Resource URLs

* Convert Word to HTML with Minimal Baggase!
http:/Mmww.delta.edu/emptrain/oookwormAvord2html.html

¢ Converting Word Files to HTML
http:/Mveb.pdx.edu/~bowersn/oasicsiword to html.html

¢ Converting Word to HTML
htto:/Aww.yale.edu/instructiweo/html_infoword to_html.htm

¢ Word 2000 Tutorial
http:/Avww.fgcu.edu/support/office2000wordAveb.html

* Building a Web Page with Microsoft Word 97
http://html.miningco.com/library/oeginning/ol_begin070399.htm
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