Converting Doc

uments
from Microsoft Word to HTML

Open the document inMicrosoft Word.

Click on the Office Button in the top left-hand corner of the Application Window.

Choose Save As from the file menu.
Choose Other Formats.
@ H9-9 )+ Instructions for uploading your s
Sawve f the document
j New a copy o
wl Word Document
~y ~— | Save the document in the default file
e Open format.
. | Word Template
FF Conwvert =— | Save the document as a template that can
7 - be used to format future documents.
Word 97-2003 Document
H dave Save a copy of the document that is fully
compatible with Word 97 -2003.
lﬂ Save As | formats
Learn about add-ins to save to other
formats such as PDF or XP5.
@ Print L —J Other Formats
ﬁ Open the Save As dialog box to select from
all possible file types.
5% Prepare F

5. Type in a File Name and then from the Save as type drop down, select web page, Filtered.
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6. Click on the Tools button and select, Web Options....
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Map Network Drive..,
Properties

Save Options...
General Options...
Web Options...

Compress Pictures...
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7. Click on the Encoding tab and choose Unicode (UTF-8), then click OK.
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8. Click the Save button and save your document. It is now ready to upload into eLearn@TSU.
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