- DAY 3 -
Using Word Documents in Your Site


Objective

Effectively bring MS Word documents into your web site through one of three techniques:

1. Copy and Paste

2. Linking to the Word Document

3. Linking to the an html converted Word Document

1. Copy and Paste

When to use: this is the cleanest method for bringing text from a Word document into your web page. It is a good choice if it is important that the text be displayed on a page that maintains a consistent design with the rest of the site or if you are using templates.

A. Copy the text from MS Word

i. In Word, select the text you’d like to copy using your mouse.

ii. Select Edit  > Copy from the menu or use the keyboard shortcut Ctrl + c.

B. Paste the text into Dreamweaver

i. Open your Dreamweaver page and put your cursor where you’d the text to begin.

ii. Select Edit  > Paste from the menu or use the keyboard shortcut Ctrl + v.

iii. Use the formatting tools in Dreamweaver (in the Properties Window) to reformat your text with bold, italic, etc.

2. Link to the Word Document

When to use: this technique is useful if you’d like to give your viewers access to the original Word document. Viewers can either save the file to their computer or using Internet Explorer, view it in a browser window in its original layout.

A. Place a copy of the Word document in your Site folder.

B. Create a link to the Word file

i. In your web page type text that will be the link to open/download the Word document.

ii. Highlight the text and in the Properties Window next to Link click the browse icon and navigate to the Word document.

ALERT: Viewers using Internet Explorer will need to right-click on your link to download the document, otherwise it will open in a browser window.

3. Link to an HTML Converted Word Document

When to use: if you have several Word documents that need to be posted to your site as web pages and consistent design and formatting is not a high priority.

ALERT: this technique uses Word’s Save As HTML conversion to create web pages from your Word documents. It is important to keep in mind that the HTML that Word generates has quite a bit of extraneous code peculiar to MS Word and may or may not work well in all browsers. 

A. Convert the Word document to HTML

i. In Word, open the document you’d like to convert to html. Select File > Save As Web Page...
ii. Name the document in the File Name field, make sure it has a .htm extension

iii. Navigate to your local site directory and click Save.

B. Link to the page as if it were any other Dreamweaver .htm file

Nice to know: It’s a good idea to open any page that loses the site’s navigational system in a new browser window. Add the Open in Browser Window behavior to the link.
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