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ABOUT THE WEB PUBLISHING FOLDER �
The Web Publishing folder on your FirstClass Desktop is the place to put material that you want accessible to others via the 
Web.  In addition to Web pages, you can publish files like Word and PDF documents. 
 
The left side of your Web Publishing window lists all the documents available to visitors via the Web. See below.    
�

�
�
POSTING BASIC DOCUMENTS TO THE WEB 
Simple Word documents can be placed into your Web Publishing folder.  Visitors to your site would click on the document in 
order to download it or open it.  This is a very simple way to publish class homework, class notes, etc.  There is a downside to 
this simple solution, though: Visitors would need to have Microsoft Word on their machine in order to open the document.   
 
You can solve this problem by converting your Word documents to a PDF file, which is read with Adobe Acrobat Reader, a 
widely available application that can be downloaded from the Web for free.  In order to convert your Word documents to PDF, 
do the following: 
 

1. Open your documents, go to File, and select Print 
2. Choose PDF in the lower left-hand corner of the Print window 
3. Choose Save as PDF…, and then save to your preferred location.  See below. 

 

�
�

 
 
When you are ready to place these documents into your Web Publishing folder, simply drag them to the right-hand side of the 
Web Publishing window.  They will get listed in the left-land side of the window.  Listing in the left side indicates that they are 
available to visitors via the Web.  Your Web address, or URL, would be: http://fc.newfound.k12.nh.us/~username (e.g. 
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http://fc.newfound.k12.nh.us/~rpalin).  In order to make your published material easily available, have your building-level Web 
person make an active link to your name on your school’s website. 
 

POSTING HTML DOCUMENTS (WEB PAGES) TO THE WEB 
The FirstClass Web Publishing feature comes loaded with template Web pages that you can manipulate and use as ready-to-go 
Web pages.  Simply click on the button New Web Page (1), select the sample page (2), type over the existing print (3), name 
the page and save it. See #s 1-3 below.  It’s as easy as that.  Your Web page is now on the Web and ready to be viewed.  
 

.   
________________________________________________________________________________ 
 

2.   
________________________________________________________________________________ 
 

3.  
 
 

USING MICROSOFT WORD TO MAKE WEB PAGES 
The ready-to-go Web pages in FirstClass are easy to use, but you may also want to create other Web pages with Microsoft 
Word.  If you can make it in Word, you can, in most cases, turn it into a Web page.  (Note: The more complex your page, the 
less likely formatting will be preserved). Here are instructions for creating a pre-formatted Project Gallery document in Word,  
but these steps can be followed for making any Microsoft Word document into a Web page. 

1 

2 

3 
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Making a Microsoft Word Table and Saving it as a Web Page 
 
Step 1: Open Microsoft Word. 
 
Step 2: Click on Project Gallery.  See below.   
 

 
 
Step 3: Select the pre-formatted document that you want.  In this case, I will select Writing Tools > Guides > Outline. See 
below. 

                         
 

 
Step 4: Open the document, make your changes, and save the document with a new title.  In this case, I will save the document 
as outline.doc. While the saved .doc document is open, save it again—this time save it as a Web page.  It will save as a .htm 
file (in this case outline.htm) and the document icon will likely appear like as a Safari document. See below. 
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Important!!!!   It’s important to remember that you will not update the .htm document.  When you update your page, go back 
to the .doc document (in this case, outline.doc), make your changes, and then again Save As Web Page. 

 
Step 6: Drag your .htm document into FirstClass.  (See page one of this handout, Posting Basic Documents to the Web). 
 
 

LINKING YOUR PAGES IN ORDER TO MAKE A WEB SITE 
 
In order to make your FirstClass web documents behave like a Web site, you need to link your pages and direct your Web 
visitors to your home page. What this will do is make the FirstClass Web directory, or the Web Publishing Window (see page 
one of this handout, Posting Basic Documents to the Web) invisible to your Web visitors.    
 
Linking Pages When Using Microsoft Word: Open your .doc document, highlight the text that you want to make a link, go 
to Insert > Hyperlink, and then type in the link of the Web page to which you want to link.  See below.  (Note: you will need to 
know the destination URL.  If you’re unsure, load the destination page in a web browser in order to see its URL or Web page 
address).    
 

 
 

Linking Pages When Using FirstClass Web Page Templates: 
 

Step 1: Make your pages without links.   
Step 2: Open your pages in Safari and see what their URLs are (the address in the browser bar).   
Step 3: Highlight the text of the pages that you want to be a link and then click the insert link button (see arrow 
below).  After you click the button, a window will open for you to type in the destination URL. 
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