How to Create a Basic Webpage in Microsoft Word

Switch to View ( Web Layout

Organize how you want your page to look—perhaps use lines or tables.  Later you can make backgrounds and add pictures.

Create Bookmarks (where you want your links to jump to)


Select Text


Insert ( Bookmark


Name your bookmark ( Add

Create Hyperlinks (links that jump to your bookmarks)


Select Text you want to hyperlink


Insert ( Hyperlink ( Bookmark


Choose the bookmark you want to link to

When you are totally finished, choose Save As ( Single File Web Page and name it with your first and last name (ex: matthewrobinson).  You can not easily go back and change things after you have saved as a webpage.  Until you are totally finished, just save it as a regular Word Document.
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