Web Authoring with Microsoft Word
Folders: Web Pages and their components, i.e., images, animations, backgrounds, audio, and video must be saved together in the same folder.

Naming Pages:  The first page is generally named index.html. Subsequent page names should not have spaces in their names. 
Tables:  It is best for alignment for all pages to be built in a table with a border of 0. Make sure  the table is center aligned on the page and approximately 8-9 inches wide.

a. Go to Table menu -> insert -> table

b. Make sure auto fit window is checked

c. Select one column and one row

d. To hide the border of a table go to Format menu-> Borders and Shading -> click on Border tab -> click on None.

Hyperlinks: Insert menu -> hyperlink


You can hyperlinki to an Internet site, a file in your Web page folder, another page in your site, or a bookmark/anchor.

Inserting an Image:  You must save images in the same folder as your Web page.

a. Insert menu -> picture -> from file -> navigate to your Web folder

b. Insert gif animations with the same procedure.

Backgrounds:  Format menu -> Backgrounds


If you want to add a textured background or picture, go to the Fill Effects in the Background drop-down menu window.
