
 

Saving your Microsoft Word Document as a webpage 

0. Just as a note, your website when initially set up had this, or a similar display 

 



 

1. Create your webpage in MS Word exactly the way you want to see it on the internet! 

2. Save a copy as index.doc so you have a master to edit next time 

 



 

3. Select Save As… 

4. Scroll to the bottom of the Save In: (top) window 

5. Double-click Add/Modify FTP Locations 

 



 

6. Enter the ftp site (ftp.<team website>) (See example below) 

7. Select the ‘User’ radio button and enter your user name provided in a separate email when your site was created 

8. Enter your password provided in that same email 

9. Select Add 

 



 

10. Select your website that is now in the FTP sites: window 

 



 

11. If prompted, add a title for your webpage that will display in the blue bar at the top left side of the browser, click OK  

 



 

12. If that stage is successful, your ‘Save As’ window will now list a bunch of files that are currently on the LaFirst server  

Note: Don’t mess with any others but yours! 

 



 

13. Locate your website on the server and double-click it 

Note: Don’t mess with any others but yours! 

 



 

14.  If this is successful, your website should display the files wtihin your website.   

15. Verify you have an Index.html file in the list and change your file name to the same 

 



 

16. Click Save 

17. When prompted click OK to replace the current website with your newer version 

 



 

18. If the previous steps were correct, the file will now publish to your website on the Internet.   

19. When it is finished, you can check that you like your changes IMMEDIATELY on the Internet site  

Note: you may need to refresh your browser to get the new webpage if you cache your webpages 

 



 

20. Use your favorite browser (Internet Explorer, Firefox, etc.) and check out all your intended changes to 

make sure they published as you expected them to – you know how software is! 

 



 

21. If you find that you need to make other changes, do so in your Microsoft Word document 

22. Click Save As (since you’re a pro, now) 

23. This time you may find that many of the previous steps 4 through 14 are already done for you and you 

just need perform Steps 15 through 18 

 

24. If you have questions about the process or it doesn’t work as written, please contact Scot Marshall at 

scot@lafll.org so appropriate changes can be made 

mailto:scot@lafll.org

