
How to Save a Microsoft Word Document as a Web Page or HTML file
Ready to Use in WebCT Vista

StartWordandopenthefileyouwishtosave,probablyyoursyllabus.

Itisbesttokeepthesyllabusinablockstyleandminimaltabs.Inotherwords,donotuseseveral
spacesorseveraltabstogetinformationtoalignproperly.Setthetabandusethetabkeyonly
oncetoalignyourcopy.DONOTusethecomputerlikeatypewriter.

Onceyourdocumentisreadytobeconverted,leaveitopenandgothe“File”menuatthetopof
Word.Inthedropdownmenuchoose“SaveAs…”Ifyoudonotseethe“SaveAs…”asan
optionyoumayneedtoexpandyourdropdownmenulist.Todothis,moveyourmousedownto
thedoublearrowatthebottomofthemenu,andthewindowwillautomaticallyexpand.
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Nowchoosethe“SaveAs…”item.Anewwindowwillpopupthatlookslikethis.
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Locatethe“Saveastype:”boxatthebottomofthepopupwindow.Clickonthedownward
pointingarrowtothefarrightofthebox.Scrollthroughtheoptionsuntilyoufind“Webpage,
Filtered.”Selectit.(Youcansaveyourfilewiththesamefilenameandinthesamelocationas
theoriginal.Eventhoughyouareusingthesamefilenameitwillnotoverwritetheoriginalfile
becausethe“FileType”isdifferent.Youwillbeabletodifferentiatethefilesbytheiconthefile
isgiven.)Clickon“Save.”

Onceyouhaveclickonsaveawarningmayappearthatlookslikethis,seebelow,click“Yes”to
saveinthewebpageformat.
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Yourfilemaynowlookslightlydifferent.Youshouldreviewthewebpagedocumentandmake
anynecessaryadjustments.

ThedifferencebetweentheWordfileandWebPageFilteredfileareshownbelow.Thefirsticon
withthe“W”andaplainpageistheoriginalWorddocument.Thesecondiconwith“W”andthe
smallglobeonthepagebehinditisthewebpage(orHTML)file.Youwillbeuploadingthe
secondfiletoyourWebCTVistaCourse.
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