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ABOUT THE WEB PUBLISHING FOLDER

The Web Publishing folder on your FirstClass Deghitothe place to put material that you want adbésso others via the
Web. In addition to Web pages, you can publigsflike Word and PDF documents.

The left side of your Web Publishing window liststhe documents available to visitors via the W8be below.
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POSTING BASIC DOCUMENTS TO THE WEB

Simple Word documents can be placed into your Wilighing folder. Visitors to your site would dtion the document in
order to download it or open it. This is a venpgle way to publish class homework, class notes, €here is a downside to
this simple solution, though: Visitors would neechave Microsoft Word on their machine in ordeppen the document.

You can solve this problem by converting your Wdouments to a PDF file, which is read with Adolrdbat Reader, a
widely available application that can be downloattedh the Web for free. In order to convert youoly 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 thatRgindow
3. Choose Save as PDF..., and then save to your préfiecation. See below.
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When you are ready to place these documents into\Web Publishing folder, simply drag them to thlght-hand side of the
Web Publishing window. They will get listed in thedt-land side of the window. Listing in the leside indicates that they are
available to visitors via the Web. Your Web addres URL, would behttp://fc.newfound.k12.nh.us/~usernafeeg.
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http://fc.newfound.k12.nh.us/~rpajinin order to make your published material eaaitgilable, have your building-level Web
person make an active link to your name on youoskt$h website.

POSTING HTML DOCUMENTS (WEB PAGES) TO THE WEB

The FirstClass Web Publishing feature comes loadt#dtemplate Web pages that you can manipulateuaadas ready-to-go
Web pages. Simply click on the button New Web Rajeselect the sample page (2), type over thgtiexi print (3), name
the page and save it. See #s 1-3 below. It's s &athat. Your Web page is now on the Web aadyr® be viewed.
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Welcome to my web site!
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Replace the picture above with your own, and this text with a caption.
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USING MICROSOFT WORD TO MAKE WEB PAGES

The ready-to-go Web pages in FirstClass are easgepbut you may also want to create other Webgwith Microsoft
Word. If you can make it in Word, you can, in moases, turn it into a Web page. (Note: The morepdex your page, the
less likely formatting will be preserved). Here arstructions for creating a pre-formatted Proj@atlery document in Word,
but these steps can be followed for making any dioft Word document into a Web page.
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Making a Microsoft Word Table and Saving it as a Wé Page

Step 1:0pen Microsoft Word.

Step 2:Click on Project Gallery. See below.
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Step 3:Select the pre-formatted document that you wamthis case, | will select Writing Tools > Guide®utline. See

below.
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Step 4:0pen the document, make your changes, and sagstihwnent with a new title. In this case, | widlve the document
as outline.doc. While the saved .doc document & ppave it again—this time save it as a Web pé#geill save as a .htm
file (in this case outline.htm) and the documenniwvill likely appear like as a Safari documente ®elow.
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Important!!!!

It's important to remember that you will not upeléhe .htm document. When you update your pagbagk

to the .doc document (in this case, outline.do@kenyour changes, and thagain Save As Web Page.

Step 6:Drag your .htm document into FirstClass. (Seeepate of this handout, Posting Basic Documentiad/Neb).

LINKING YOUR PAGES IN ORDER TO MAKE A WEB SITE

In order to make your FirstClass web documents\xlike a Web site, you need to link your pages @inect your Web
visitors to your home page. What this will do iskadhe FirstClass Web directory, or the Web PubighVindow (see page
one of this handout, Posting Basic Documents td/fle®) invisible to your Web visitors.

Linking Pages When Using Microsoft Word: Open your .doc document, highlight the text thrmat want to make a link, go
to Insert > Hyperlink, and then type in the linktbé Web page to which you want to link. See bel¢Mote: you will need to
know the destination URL. If you're unsure, lo&é destination page in a web browser in order éatsdJRL or Web page

address).
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Linking Pages When Using FirstClass Web Page Temlkes:

Step 1: Make your pages without links.

Step 2: Open your pages in Safari and see whatlitidlis are (the address in the browser bar).
Step 3: Highlight the text of the pages that youwta be a link and then click the insert link louti{see arrow
below). After you click the button, a window wilpen for you to type in the destination URL.
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This is how wou link your pages.
“This is how wou link your pages.
This is how wou link your pages.
This is how wou link your pages.

This is how you link your pages.
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