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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

) phillips. lafll.org is under construction - Mozilla Firefox

File Edit VYiew History Bookmarks Tools Help

@ - - @& (2% [ hetputfphillips.Jaf.orgf

B Getting Started [ Latest Headlines Mozilla Firefox Start P... ¥ U.S. Soccer Informati...

1Xi

= Website Is Under Construction = Contact Us 24/7

phillips.lafll.org
is currently UNDER CONSTRUCTION

You can access your website right away using the following link:
d16352204. uB3.cd. ixwebhosting.com.

Over the next few days DNS servers all across the intermnet will update themselves with your
new domain name. Once that is done you will be able to access your site at its permanent

address.

IX Web Hosting -24 /7

Control Panel
Qur Control panel is user-friendly
and fast, and reliahle.

Login »

Site Studio Website Creator
Site Studio is an easy to use
hrowser-based design & page
creation tool.

Login through your CP »

247 Phone and Instant Chat Support
User Manual and FAQ

= MakeMeRich™ Affiliate Program m Hosted by IX Web Hosting

Become part of the record-breaking
X Web Hosting Affiliate Program
and receive up to
INDUSTRY-LEADING ~ $150  per
Referral. Join today!

Click Here »

@ X Weh Hosting. All Rights Reserved.

IX Web Hosting is one of the
world's  fastest growing hosting
companies. YWe have a superior
selection of most generous plans
and 24 /7 telephone support.

Click Here »

Done
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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

index.doc [Compatibility Mode] - Microsoft Word

Page Layout References Mailings Review View Add-Ins

(AL e
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A. E. Phillips Middle School 2007
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FIRST LEGO'League This single-sheet web page was created in Microsoft Word 2007. Simply save as a webpage to your ftp site
using your user ID and Password. For a single page, simply name your file “Index.html”.

@ Home

@ AboutUs

o ContactUs

® TheseLinks

@ Calendar

@ Project List

® Employee List

@ Related Links

_ Change
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Waords: 133 Qﬁ English (U.S) |
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3. Select Save As...
4. Scroll to the bottom of the Save In: (top) window
5. Double-click Add/Modify FTP Locations

Save As

Save in:

>

Trusted
Templates

My Recent
Documents

@

o
@
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Fa
o
=)

\$

My Documents

Administrator on
NEW-CSLIBVT...

f e

L R e

I ‘

Tools v

[C) 3306 Phillips

|5) First Robatics
() FRC
) LEGO
() LEGO®_MINDSTORMS®_Education_Software_(MXT)_Worksheet_Kit
) YPN
() Tsunami-Filter-Pack Mini
() FTP Locations

[ Frp:fiftp.robogumbo.lafll.orgf

> (%9
@\

£

File name: [index.docx

¥

Save as type: [Word Document (*,docx)

|

[] Maintain compatibility with Word 97-2003

uave

][ Cancel ]
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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
Q " =D v index.doc [Compatibility Mode] - Microsoft Word - O X
\ k
‘ Home | Insert Page Layout References Mailings Review View Add-Ins @

ind ~ i
Aasbcenat: | aasoccneis AaBb( AaBbGi . % s [

b Replace

‘E ® || Trebuchet Ms s - |lAa|B =

Fetey |B I U ~abe x, X An'||a-'".é.’|‘v = TNormal |7 No Spaci.. Headingl —Heading2 — g?ya':sgf [y Select*
Clipboard J Font E3|

Styles | Editing

| o s

Save in: lb FTP Locations vl @ -@A | XuEa-

u AddfMadify FTP Locations

- . ¥ |
|2 ftp:/{Ftp.robogumbo.lafll.org AddiModify FIF, Locations [_”X]

T:;;J;E:gs MName of FTP site:
|Ftp.phillips.LaFLL.org |

L& Log on as:
My Recent O Anonymous

Documents

FIRST LEGO" Leag| © user phillips v
@ Password:
Desktop |.......... |
FTP sites:
n 0 2 ftp.robogumbo.lafll.org
@ Home

My Documents m
@ AboutUs

@ ContactUs g’ Modify

Administrator on R
2 LEMove

® These Links 3 C‘SUBVT File name: index.docx

@ Calendar g Save astype: | yword Document (*.docx)

R e [[] Maintain compatibility [

OK ][ Cancel ]

| Save [ [ Cancel

® Project List

@ Employee List

@ Related Links

Words:133 | <& English (US) |
4 Start @2 - w3 - @2 - - $)c.. Sl Search Desktop
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10. Select your website that is now in the FTP sites: window

Add/Modify FTP Locations

Mame of FTP site:

ftp. phillps.lafll.org ]

Log on as:
() Anonymous
(&) User | phillips v I

Password:

[iissaasacs

FTP sites:

add
~AU0

Modify

[ OK ] [ Cancel

S
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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

@ H9-0 )+ index.doc [Compatibility Mode] - Microsoft Word - X
N
‘ Home | Insert Page Layout References Mailings Review View Add-Ins @
& - IS S - |8 34 Find ~
Ej \ Hrebuchet bt 1 ' b | il aasbceate | acensz: AaBb( AaBbC & e
| % “ac
Paste i ~||ab? + = = =||t=- v, (| i i _ Change || .
‘ 7 \l B 7 U ~abe x, X’ Aa H by H' = _| i= HQ TNormal |7 NoSpaci.. Headingl Heading2 - s \ [y select~
EChpboard o | Font | Paragraph

Styles || Editing |

Save in: ‘@ FTP Locations vl @-@A | X uE-

- Add/Modify FTP Locations
IJ |2 Fep: {ftp. phillips.Jafil.org

Trusted \C2) ftp:{{ftp.robogumbo.lafll.org
Templates

FLL 3 Set Page Title
My Recent Page title:

Documents

FIRST LEGO®Leag AEP Power Dawgs |
@ The title of the page is displayed in the title bar of the browser.

Deskkop l OK ][ Cancel ]

@ Home ﬁ

® AboutUs

o ContactUs @

Administrator on
NEW-CSUBYT... | Filename: findex,html v|

-

® TheseLinks

Save as bype: |Web Page (*.htm; *.html) v I

@ Calendar A He
o L. Page title: Change Title...

@ Project List

e o cuci )
/4

@ Employee List

@ Related Links

Words: 133 | ¢

English (US) |

Search Desktop ) 7% ',: &LMS® 10:07 PM
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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!

Save As

Save in:

5

Trusted
Templates

{

My Recent
Documents

Admlnlstrator on
NEW-CSLIBVT...

L R e

o

Tools

’ () Ftp:fiftp.phillips.lafll.orgf

v @-

?X
X Ci

(250000 lafll.org;
)0000.lafrc.org
) 1304.lafrc.org
) 1472 lafrc.org
) 1550.lafrc.org
[{’j 15685407

) 1818.lafrc.org
IC7) 1858, lafrc.org
) 1859.lafrc.org
) 1912 lafrc.org
)1913.lafrc.org
) 1920.1afrc.org
) 2078.lafrc.org
-)2080.lafrc.org
[ )2091.lafrc.org
i) 2182 lafrc.org

[)2183.lafrc.org
(2206, lafrc.org
(332221 lafrc.org
) 2242 lafrc.org
() adams. lafll.org
[D)assets

() bayouregional.org
() dighton.lafll.org
() einstein.lafll.org
| episcopal.lafll.org
[ glorybots.lafll.org
[)arace.lafll.org
(C)haynes.lafll.org
(C)hsphere

() html
[)index_files

) keithville.lafll.org
I)1afllorg
[)lafre.org

[lafve.org
[)latech.lafll.org

(C)linwood.lafll.org
(D)logs
(C)meisler.lafll.org

() phillips.lafll.org
[)ridgewood.lafll.org
() robogumbo.lafll.org
[)robojets.lafll.org
[)robostars.lafll.org
{2 stdominic. lafll. org
() stgeorges.lafll.org
() stmatthews. lafll org

[)teamrobeaux.lafll.org
(C)wst-hea.lafll.org

£ index.htm
£ index.html

File name:

[index.html

v

Save as Ltype: [Web Page (*.htm; *.html)

1

Page title:

AEP Power Dawgs

T,File name or Web at¢

| Change Title... |

uave

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

Save As
Save in: {1[:‘) ftp:Jiftp.phillips.lafll.orgf v’ @-@A X Ci
= )0000.1afll.org [C)2183.lafrc.org D) keithwille.lafll.org [C)teamrobeaux.lafll.org
’/’ ) 0000.lafrc.org [C)2206.lafrc.org I)1afll.org (C)wst-hea.lafll.org
T uslted ) 1304, lafrc.org (2221 lafrc.org C)lafre.org £ |index.htm
Temf g ) 1472 lafrc.org (2242 lafrc.org [lafve.org £ |index.html
Z ) 1550.lafrc.org IC5) adams. lafll.org [)latech.lafll.org
: R t 7) 15685407 () assets (C)linwood.lafll.org
Y Recen (= 2 . (=
iR )1818.lafrc.org |Z)bavyoureqional.org (Dloas

=
= o
: o
| 3 k o
] =]
=2
a

Admlnlstrator on
NEW-CSLIBVT...

L R e

el

Tools

() dighton.lafll.org
() einstein.lafll.org
| episcopal.lafll.org
[ glorybots.lafll.org
[)arace.lafll.org
(C)haynes.lafll.org

) 1858.lafrc.org
) 1859.lafrc.org
) 1912 lafrc.org
)1913.lafrc.org
) 1920.1afrc.org
) 2078.lafrc.org

)2080.lafrc.org (C)hsphere
[ )2091.lafrc.org () html
)2182.lafrc.org [)index_files

|

[C)meisler.lafll.org

[ ridgewood.lafll.org
() robogumbo.lafll.org
[)robojets.lafll.org
[)robostars.lafll.org
{2 stdominic. lafll. org
() stgeorges.lafll.org
() stmatthews. lafll.org

File name: [index.html

o

Save as Ltype: [Web Page (*.htm; *.html)

|

Page title: AEP Power Dawgs

Change Title...

L_gpen

][ Cancel ]

A
=l
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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

Save As

Save in: {1[:‘) phillips.lafll.org

= C)egi-bin;
’/’ )cp
Trusted bimages
Templates S modiogan
Z )webalizer
: € index.html
My Recent :
Documents 8 login.html

=
= o
: o
| 3 k o
] =]
=2
a

Admlnlstrator on
MNEW-CSUSYT... | File name: [index.html

o

Save as type: [Web Page (*.htm; *.html) v ‘

e Page title: AEP Power Dawgs Change Title...
Lo Cancel
e | )

@

=dl
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16. Click Save

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

(a2 »_Q ) -85 )~ index.doc [Compatibility Mode] - Microsoft Word -
| Home | Insert Page Layout References Mailings Review View Add-Ins @
% m w7 | [ e | e | A < 34 Find ~
3 ‘ Trebuchet MS 8 IA A T H? =||E_U|E 4aBbCcDAE: | AaBOCCDAEs AaBb( A4aBbCi ‘.‘.‘.’, Replace
e 7 B J U vabe x, x* Aa~||®~ A =|(d=~ v TNormal |7 MNoSpaci. Headingl Heading2 - Change || [
e \' 2 H 1 ' v |Q P 9 g % Styles ~ ‘ L@ Select ~ |
‘Cllpboard ] Font T | Paragraph Styles || Editing |

v @-@3 x[;.a-

l () phillips.lafll.org

o |2 cai-bin
|J i )

Trusted IDimages

Templates
v |Symodiogan Microsoft Office Word Fﬂ@
E I webalizer —

ik

F L l L& & |index.html The file index.html already exists.
My Recent )
D:cuments & login.html Do you want to:
FIRST LEGO"Leag|
@ (O Save changes with a different name.
Desktop (O Merge changes into existing file.
v l OK ] [ CanceIJ
@ Home \ﬁ
My Documents
® AboutUs
o ContactUs @
Administrator on
® TheseLinks NEW'CEUBVT' | File pame: |index.htm| &, I
Save as type: lWeb Page (*.htm; *.html) b I

Calendar ; :
® maomicio. | Page title: AEP Power Dawgs Change Title...
@ ProjectList
e
4

@ Employee List

@ Related Links

o—)

10:11 PM

Words: 133 | < English (U.S)

Search Desktop
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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

H9-0 =

Review View Add-Ins '@)

T z= = (AT« 34 Find ~

ok —||Z,{'|,ﬂ|  2aBbCcDaEe | 2aBbcebct: AaBb( AaBbC % & e

s, = b “ac
Pay [~ } & ll =||#=> = TN 7 i i i _ Change

l.‘ @ | =1|¢_7 “@} Normal No Spaci.. Headingl Heading2 — Stylesg* [y Select~

Clipl Paragraph P Styles I Editing
Saving as: 'ftp://ftp.phillips.lafll.orgfphillips.lafll.orgfindesx. html* - - — ==
g- I e I B B T M I M A S M M . R M M o e R R e, |
) |_cancel | - | . ' re
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FIRST LEGO®League This single-sheet web page was created in Microsoft Word 2007. Simply save as a webpage to your ftp site

using your user ID and Password. For a single page, simply name your file “Index.html”.

@ Home

® AboutUs

o ContactUs
® These Links
@ Calendar

@ Project List
® Employee List

@ Related Links

Words: 133 | ¢  English (U.S)

4 Start B2 - w3 - §2 -~
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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!

) AEP Power Dawgs - Mozilla Firefox

ile Edit View History Bookmarks Tools Help
E - - @ /u} 'Ll http:fphillps.lafl.org) 2] [Clceoss &)
’ Getting Started LT,‘ Latest Headlines Mozilla Firefox Start P... ¥ U.5. Soccer Informati...

A. E. Phillips Middle School 2007

and Techn 1 Ruston ool é -

power
puzzle

FLL

FIRST LEGO"League

This single-sheet web page was created in Microsoft Word 2007, Simply save & a webpage to your fip site using
your wser 1D and Password. For a single page, simply name your file “Index.html™.

Home

About Us

Contact Us

Ihese Links

Caendar

Project Lit

Employee List

Related Links

Done

av - w3y - @zv - sy - " Ya.. | Tp. [ECEEEeE @ ®  10:35PM
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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

Save As @

savein: | (G (RSN v| @ & X -
'/] !fﬂcgi-bin
| | tﬂ':p
Truslted |)images
TemP ae ! )index_files
=) modlogan
)webalizer
My Recent
Documents
—

T

o

@

y’ wi
A

. o
k=)

My Documents

Admlnlstrator on

NEW-CSUSYT.. : :
= File name: [index.docx v |
‘9;) Save as Lype: [Word Document (*,docx) v ]
et [ Maintain compatibility with Word 97-2003

[ Save ][ Cancel ]

= |

I ‘

24. If you have questions about the process or it doesn’t work as written, please contact Scot Marshall at
scot@Ilafll.org so appropriate changes can be made


mailto:scot@lafll.org

