Converting to HTML & PDF


Objective

Get introduced to ways to convert existing documents to HTML and PDF for the Web.

A. Converting Existing Files

1. Some software programs can convert their file type to other formats.  For example, Word and PowerPoint to HTML.

2. Usually the options are found under the File menu.

B. Word to HTML Conversion

3. Use Word's save as HTML… command to convert your Word document to an HTML file that can be viewed on the Web.

4. Open your document in Word.

5. Select File/ Save as HTML…[image: image1.jpg]Microsoft Word - con





6. Sometimes the conversion process is not exact and styles are not the same, so open the HTML file using Netscape Composer and edit if needed.

C. Word to PDF (Portable Document Format) Conversion

7. Acrobat can convert your Word document to a .pdf file that can be viewed on the Web using the Acrobat Reader plug-in.

8. From the Chooser, select PDF Writer.

9. Open your document in Word.

10. Select Print.  This will bring up a PDF Writer dialog box and create a .pdf file.

11. Remember that in order to view your .pdf file on the Web, viewers need to have installed the Acrobat Reader plug-in.  It's a good idea, on any page you offer a link to a .pdf file, to also offer a link to Adobe's Acrobat Reader download site at http://www.adobe.com/products/acrobat/readstep2.html.
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