Converting a Word Processing Document to Microsoft Front Page

1. Open Microsoft Front Page

2. Open WORD and your word processing document.

3. Select all of the text in the word processing document: 

 Edit > Select All    OR   Drag the mouse over the entire document.

4. Copy the Selected Text:

A.   Right click the mouse and  left click on “Copy”    OR   Edit > Copy  OR

B.    Left click on the “Copy”   button  on the tool bar:
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5.  Return to Microsoft Front Page

6.  Create a 1 x 1 table,  80 percent of window: 

 A.   Click:   Table > Insert  > Table
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The following dialog box will appear:
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      Type the entries shown:

· Rows:  1     Columns:  1

· Alighment:  Left         Specify Width:  80  percent

· Border Size:  0

· Cell Padding:  1

· Cell Spacing:  1

7. Paste the document into the table: 

A.    Place the cursor inside the table

            B.    Edit > Paste     OR      Left click on the “Paste “ button on the toolbar
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8.  Save the Front Page document on your floppy in the A Drive:     File  > Save As

     Save In:   3 ½ Floppy (A:)

    Enter document name  with  an extension  of   .htm  :
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8.   Edit the text:   Add bold, italics, underline, bullets, font color, change font type, change font size.

Things to know:

A.  Line break (hard return) is   Shift + Enter

B. To delete blank lines, place the cursor at the beginning of the line and press the “Delete” key.

C. To Format Text
       i.    Select the text:  Drag the left mouse over it OR hold down the Shift key and press one of the

 arrows key:   (    (    (    (
ii.    Then click   Format > Font     The dialog box at the top of the next page will appear.  You may 

       change Font, Font Style, Size, Font Color, choose an underline, choose an underline color, 

       choose an effect.
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OR   after you have selected the text, you may use the options on the Toolbars:






Save Your File Often

     1.    After you have saved and named the file the first time, you may save it under the current name in the

            current folder by  clicking on the Save button.  

2.   To save your file in a different folder or with a different name,  you must use FILE  > SAVE AS
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