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Click on Web Site icon
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Getting Started with Microsoft Office Puk
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My Templates

Blank Page Sizes
Advertisernents
Lweard Certificates
Barnners

Brochures

Business Cards

Business Farms
Calendars

Catalogs

E-rnail

Ervelopes

Flyers

Gift Cerfificates
Greeting Cards

Irnport Word Documents
Irwitation Cards

Labels

Letterhead

Menus

Mewsletters

Paper Folding Prajects
Postcards

Prograrns

Cuick Publications
Resumes
Sigrs
Wieh Sites

Brochures Bisiness Cards

Irnport Word
Docurnents

Labels Memsletters Postcards Wb Sites
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Select any template of your choice. I have picked “Fading
Frames

P

Web Sites

Meswer Designs « Classic Designs + Blank Sizes

Capsules Cascade Checkers Circles

Crisscross Crossed Lines Design Box

Eclipse Even Break

Frames Gingharn
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Make sure “Use Easy Web Wizard” is selected and click on “Create”

Trebuchet MS ..

Trebuchet M5
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Select pages you would like to have on Web site...Click OK

Easy Web Site Builder

Your Site Goals
What do wou want ko do with wour Web sike?

[ ] Tell custamers about my business
Tell custorers hiow ko contact us

[ ]5ell products

Describe services

[ |Display a calendar or schedule
Display a list of projects ar activities
[ | Display employee information

Provide links to other \Web pages

Harne

Conkack Lis

Services

Projects

Related Links

Zancel




S

Your Home page opens up as seen below.

e mmmmmmmeees

Organization!

_mam s s s s

iThis iz the first page of vour Web site that visitors will see, On
ithis page, explain vour site’s purpoze, content, and lavout,
ilnclude tipz on how to mowve through your site and where to find
tkew information,

‘Change the picture to one of your own, such as a picture of your
‘company.



Presenter
Presentation Notes
Edit your Home page accordingly:
Change the log by inserting your own logo
Change the text body to reflect your personal information.
Insert your own photo/image  in the image placeholder.
Change the title of the page to reflect your own title.


Remove the “Contact Us” place holder by selecting the border and press
Delete key

| Primary._Business. Sddvess
‘Your Address Line 2 .
Ipyr.&c!im-f-.l..im 3,

Ephm; 555.555-5555
Eﬁ 295-555:3555
‘E-mail: someone@example.com
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Move the Horizontal Navigation links up
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Save your Web site project to “USB or “Y” drive

B Publication? - Microsoft Publisher - Web Publicatio

‘| File | Edit Mjew Insert Format  Tools  Table  Arrange
: ] Mew... Chrl+M
[ open... ChrlH-C
A Close Chrl+-F4
= Impork Waord Document. .

Save Chrl+5
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Create a new folder

Save in; () My Documents v @ @ AcaE- :
3 ) Adobe ) 5afeMet Sertinel e e E
L@ ) database () SMART Technologies |Create Ll F':'"?ler I:p':ltH:}E
My Recent | [ )dev ) TestGen e
Documents () Downloads (O)TestingPoint I‘ et
. )Elky \) TurningPaint
@ E’l 55 lﬁ TurningPaint Anyiihere
Dieskkop Disys ) Updaters
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Type a name for your folder [choose your own name] Mine
IS malisafi_website. Click OK.

New Folder

Mame: malisaFi_weI:usite

‘ Ik \ ’ Zancel




Type File name. Mine is shown as “malisafi”. Click Save
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Click on Golden tabig]] to navigate to second page and start editing
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Select “Related Links pagefsito edit links

Related Links ik A a L

List links to pages within vour Weh site or links to other Web sites on the Internet. Explain hows
each page or site relates to vour company ar arganization., To add more links, copy and paste
additional text boxes, Toincreaze wour zite’s visibility on the Internet, ask other organizations to
'Project List include a link to your site on their Web site.

# :Related Links i'll\leb:il:eurpa@enamel ii'll\leb:iheu'pa@ename!
iSelect the Web zite or page name above and link i ‘Select the Web site ar page name above and .
it to a Web addresz (URL). Describe the site and l1nk it to a Web addressz (URL). Dezcrbe the s1te

iexplain wihy the site is useful to wour reader, and explain why the site is useful to vour

5 Ilreader

E'U\.l‘eb:iheu'pagename3 Eéml‘eb:i'heurpagename-l H
iSelect the Web zite or page name above and Select the Web site or page name above and linki
ilink it to a Web address (URL). Describe the site iiit to a Web address (URL). Describe the site and |
Eand explain why the site iz useful to vour explain why the site is useful to vour reader, '

‘reader.

: Web site or page name 5

3 WEbmeorpuenamee

iSelect theWeb zite or page name above and Select theWeb zite or page name above and H
ilink it to a Web address {URL). Describe the site ;.hnk it to a Weh address (URL). Describe the site
iand explain why the site is useful to vour iiand explain why the site is useful to yvour :
‘reader, Vireader,

] - ] I bl

x 1 |
1 1 2z 3 4058 221,000, 447 000 px, .
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We are going to add two sample links to the “Relate Links” page
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http://www.tlu.edu/torch08su_fitness
http://www.eatright.org/cps/rde/xchg/ada/hs.xsl/index.html
http://www.eatright.org/cps/rde/xchg/ada/hs.xsl/index.html

Insert Formak Tools  Table  Arrange Window  Help  Adobe PC
Maskter Page kel P B 'I—.l_l - @ - |8
Ignore Masker Page B 5 Uul=

w  Task Pane Chrl+F1
Toolbars » |+ Standard
[*3  Rulers v  Formatting
91 sSpecial Characters Chrl+Shifk+Y Catalog Merge Layout
v | Boundaries and Guides  Chrl+-Shift+o Conneck Text Boxes
Pickures. .. Measurement
3 Chjects
— s Serice Picture
\ TR Publisher Tasks
4 <+ Project
R ok Task Pane
]
% Related Web Tools
[ i
@ Wardart
- acrobat PDFMaker &.0
L "
= Customize, ..
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Web Tools 1s now active

the Internet. Explain how
ore links, copy and paste
4 , ask other organizations to

E'l.n.reh:itenrpagenam-l iiwm:iteu'pagenarmz

iSelect the Web zite or page name above and link Select the Web site or page name above and
‘it to a Web address (URL). Describe the site and |ilink it to a Web address (URL). Describe the site
Eexplain why the zite 15 uzeful to your reader, Eéand explain why the site i= uzeful to your

Creader,
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Create a link to TLU Fitness Center

%Related Links

;List linkz to pages within wour Web site or links to other Web sites on the Internet, Explain how
iean:h page orf site relates to vour company or organization, To add more links, copy and paszte
radditional text boxes. Toincrease wour site’s wisibility on the Internet, azk other organizations to
Einclude a link to wour si?s on their Web site, .
i P L Y-V . . . I

+ ;;w:;h:ihenrpagenamz
LU Fitness Center iiSelect the Web site or page name above and

Type & highlight this sentence
tilink it to a Web address (URL). Describe the site

: Hand explain why the site iz useful to vour
! :':{"I'E-'EI:IEF.
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éList links to pages within vour Web site or links to other Web sites on the Internet. Explain how
iean::h page or zite relates to vour company or organization. To add more links, copy and paste
additional text boxes., Toincrease wour site’s visibility on the Internet, azk other organizations to

éinclude a link towour sif on their Web site,
PSR el ST - U Tl SRS SO el SO . S |

. iiwm:itewpagenamez :
LU FIt“EEE CE‘ntE'r HSelect the Web site or page name above and
Lilink it to 3 Web address (URL), Describe the site

' and explain why the site is useful to vour

Web To .-
D TREENEREEE

|Insert Hypetlink, (Ckel+k)

iHDme | Contact U= | Service Lt | Project List | Related Links



Type or paste webpage address to link to as shown below. Click OK

Insert Hyperlink

Link, ko Text to display: | <<5election in Document ==
Look in: I My Documents W [Iﬁ] [ﬁ] [ﬁ]
Existing File or
Web Page I Adobe A | Bookmark. ..
Current database E|
Folder D =
i) dev S )
Place in This ) Downloads
Document Browsed | I7) Elly
Fages ) iss
3 ) isvys
Create MNew Recent (2 malisafi_website
Document Files ) Microsaft Press
My Adobe Captivate Projects W
fddress: ||‘||:t|:l:,I',I'WWW.t|l_l.EdLI,I'tIIIFEl‘IDEiSLI_FitI‘IESS w
E-mail &ddress
l 04 ﬂ | Cancel
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The link 1S now active

éRelated Links & """ """ """ """ """ """ = """ """

;List links to pages within vour Web zite or links to other Web zites on the Internet, Explain how
iean::h page or site relates tovour company or organization, To add more links, copy and paszte
ia-:lu:litin:nnal text boxes, Toincreaze your zite’s wizibility on the Internet, azk other orzanizations to
iiru:luu:le a link towvour si?s on their Web zite,

A ——— e s KT ST S SO T S |
ETLU Fitness Centerl Wb site or page name 2

::Select the Web site or page name abaove and i
iilink it to a Web addresz (URL), Describe the site
‘i and explain why the site iz useful to vour '

. *Use the following technique to add more links to your site

[}
\,
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Insert an image to your page. Just copy and paste and
Image, adjust size, and position as needed

..........................................................................................................................................
'

éRelated Links

' ' '
P el T e R e T T PP P

EList links to pages within your Web sif goselis ot bc
iean:h page or site relates tn:u wour comp Web Tools

TLU Fitness Center
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Create a “Hot Link” on the image. Click “Hot Spot” button

___________________ O |Hak Spok I
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Your curser will change to a thin hair plus. Click and drag
around the image. Release your left mouse button.

' ' '
e R e L L CE R e P

: Web Tools
‘List links to pages within your Web zit

-each page or site relates to vour comp QR BWA DIANELRHEW

Eau:lu:h'tiu:unal text boxes, Toincreaze wour site’s wisibility on the Internet, ask other organization: to
iinn:luu:le a link tovour site on their Web site,

%Related Links

1
............................................................................................................................................
1

ETLU Fitness Center
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Type the intended address as shown below. Click OK

Insert Hyperlink

Link: ko Text to display: |-::-::Se|ecti-:un in Document == |
Look, in: I My Documents w
Ezxisking File or
Wweh Page I Adobe ~ | Bookmark. ..
Current database ]
Folder o =
I dev -
Place in This ) Downloads
Documnent Browsed | [5) Elly
Fages I iss
9 ) isys
Create Mew Recent () malisafi_website
Document Files ) Microsoft Press
My fdobe Captivate Projects hl
Q Address: hittpe: e, . edul v
E-mail Address
L K Jl [ Cancel

. *Remember to Save vour work as often as you can
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Deleting and Adding a page. Right click on page f81and select “Delete
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Select “Yes” to delete a page

Microsoft Office Publisher

\ 1 ) The selected page conkains objects, Delete arywayy

Yes | Mo |
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Add a Background sound to a page. Click 4

Web Tools v
= J -
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Click Browse (tab) to locate and upload a sound file.

Web Page Options

Page title: | Related Links |

add hyperlink to new navigation bars that are added to this publication,

Publish ko the Web

File name: | htm

By default, Publisher creates a file name when you publish wour ‘Web site, I
wal want ko specify the file name, type the file name here, Do nat use spaces
ar special characters,

Search engine information

Type the page title, description, and keywaords that best describe wour Web
site, This information is used by search engines to generate search results.

Description: | |

kKeywaords: | |

Background sound

File name: || [ Browse, ., ] ‘
() Loop forever (%) Loop : kimels)

['-.-'-.-'el:u Site Optiuns...] [ (04 ] [ Cancel ] [ Help ]
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Change your page background <&

Web Tools

e W BMNQE.e 3 =W

B P T EEII:k.I;Ir'I:IUI'IIj """"""""""""""""
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Previewing you Web site &

Web Tools

............ Web Page Presdew | il
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Here is how my web site looks like after selecting Webpage
Preview

Your business tag line here.,

Texas Lutheran University
* Organization

Home Related Links

Contact Us

Lizt links to pages within vour Web site or linkz to other Web sites on the Internet. Explain how
Project List each page or site relates to your company or organization. To add more links, copy and paste
additional text boxes, To increase vour site’s wvisibility on the Internet, ask other organizations to

include a link to vour zite on their Web zite.
& Related Links

TLU Fitness Center

Home | Contact s | Project List | Related Links
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Saving your project as a Website for publishing

Chrl+M
pen. .. Ckrl4+0

Close Chrl+F4

Import Ward Docurment, ..
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Select “Web Page, Filtered” in Save as type. Click Save
(22) |

Save in: |ﬁ malisafi_wehsite "’| @ ﬂ ;’( E‘ M

Save As

My Recent
Documents

My Mebwork
Flaces

File: name: |malisaFi - |

oave as bype: '-.-'-.-'EI:I Fage, Filkered

Tools A
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Locating your Web site.

@ malisafi_website

' malisafi e
malisafi_files hrome HTML Document
62 KB
[E'-g%' rnali::aﬁ_ N
=] I Microsoft Office Publisher Doc. ..
"] 354 kB
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Need Help!
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