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Word to Web

Creating HTML Web Pages with the 
Word 2002 Conversion Tool
Introduction             
Microsoft originally included a Word – to – Web Page conversion tool with Word 97. Just as now, the conversion tool created an HTML document (web page) from an existing Word document with a simple “Save As” command. 
97’s conversion quirks were many, requiring users to manually re-do many formatting aspects or risk creating a sloppy, barely readable web page.  Word 2000 addressed some of those formatting issues while exasperating the problem of mixing proprietary Microsoft code into the HTML—making for html documents that were larger/slower-loading than necessary and which didn’t display well in non-Microsoft browsers. 
Later versions of Word improved the process further while addressing the proprietary issues. Changes include: 
· Tabbed columns now align better. No tab-to-table conversions must be performed before converting to web.

· Line spacing & indenting better resembles original Word document appearance
· Text box contents are now included in the conversion (headers and footers don’t seem to be, though)
For those still using Word 97, see the document “Word 97 and Web Pages – Syllabus.doc.”
Q: Why convert Word Documents?
A: Most Web browsers can’t display Word documents. If, for instance, your home page links to a Word document and a visitor has Word installed on his computer, clicking the link will simply launch Word and open the Word doc after it is downloaded. If neither Word or a Word Viewer plugin is available on the visitor’s computer, the Word file won’t be viewable.
Also, most Word documents can be converted to much smaller (in file size) HTML files. 

HTML Limitations

Web pages-- not just those converted from Word—have many issues or which designers should be aware. These include but are not limited to:
· Text sizes may be altered slightly-- browsers recognize a narrower range of sizes and Word seems to convert down to the next smallest.

· Fancy fonts (other than the default Times Roman and Arial) will convert BUT you can't count on other people being able to see them just as you intended. If people don't have the same font installed on their computers, their browser will use a default font. 

· Printing: Page breaks likely won’t reflect any original Word document and may be forced by graphics and tables
PDF
One alternative to HTML conversion is PDF (Portable Document Format). These are usually created with Adobe Acrobat and, as compared to HTML, more precisely imitate the original Word document’s appearance and are unaffected by changes different browsers cause.  Their downside is that they are relatively less friendly to users with visual disabilities and so it is recommended they generally be used only where the precise layout of a page is more important than universally easy access.
Browsers will load PDF documents if the very common (and free) Adobe Acrobat Reader plug-in is installed.  

[See separate Introduction to PDF document for more information]
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How to Do It, Already (Basic Steps)

1. Start Word 

2. Open an existing document or create a new document. 

3. Click on the File menu

4. Select Save as Web Page (or regular Save As—it doesn’t matter much)
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In the Save window, there are several important choices:
· Page Title is the text you see at the top of a web browser window.and is by what a page is filed in visitors’ bookmarks/favorites. Click Change Title if the title Word suggests isn’t descriptive enough. 
· Word suggests a File name, which you may change. Make sure the file name is easy for users to type as part of a URL, if needed. Also avoid spaces-- some web servers stumble on them and some web authoring software will insert strange characters to fill them when creating links.

· Save as Type: You can choose Web Page (the default if you earlier chose 
Save as Web Page from the File menu) or Web Page, Filtered. 

· Filtered means less non-standard, MS-proprietary code and MS-specific functions will be included in the HTML during the conversion process. Filtered is recommended unless the author intends to do more editing within a Microsoft product.
5. Name the file and save it to a local or network drive 

Notes on Saving: 

· If you save this new file to your H: drive under the public.www folder, you now have a basic web page available on the Internet.  You can, however, save it to the same folder as the original Word document-- the original will not be overwritten even if you used the same file name since the converted document will have an extension of ".htm."

· It is strongly recommended that once the document is converted, it is opened in a dedicated web-authoring program such as DreamWeaver to make any changes. This will help assure that the final product is "up to code."  DreamWeaver actually includes a tool for cleaning up Microsoft proprietary code—recommended if an author is considering extensive additional editing after a conversion. 

· Note that after clicking 'Save as Web,' the new web page document will simply reopen in Word. Many visual problems that might be corrected will not be obvious until it is closed in Word and opened in DreamWeaver or at least previewed in a Web browser. 
Graphics

· A Word document can support graphics from a wide variety of image formats in addition to the native .WMF format of its clip art files. Web browsers, for all intents and purposes, will only display .GIF, .JPG and .PNG format images. 

· While graphics in a Word document become integrated with the text to form a single file, a web page with graphics is actually an HTML file that summons up separate image files and instructs them where to be placed. In converting to HTML, Word isolates all the images in a document and converts them all to individual .GIF or .JPG format files which will be named like this: Image001.gif, image002.gif, image003.gif, etc. 

· Later versions of Word also create a folder during the conversion process that will contain images. The folder name will reflect the file name chosen during the conversion process—if spaces were avoided in the name of the HTML doc they will also be absent here. IF YOU MOVE OR COPY YOUR WEB PAGE TO ANOTHER LOCATION YOU MUST ALSO MOVE OR COPY THIS FOLDER.
· The result of Word-to-Web conversion can sometimes make for some muddy looking pictures (the fault of the conversion process, not the GIF or other final image format). Should you decide later on to replace any images by recreating them with a better graphics program like Photoshop or Fireworks, it may take a bit of detective work to figure out which image is which. If replacement images are created, they should be saved to the images folder under the original file names or the web document will have to be edited to reflect any changes.
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