Simple steps to create an html file you can use for your home page!

Page Setup
1. Create a new Word document Margins | Paper | Layout
. . Paper size:
2. Click File > Page Setup.
|Custu:um size [v]
Make the Paper size 5” by 10”. Fix the margins if prompted Weidth: > g =
. . ight: 1" =
3. Click View > Web Layout Save s Helaht: | =
Save in: |hj wieb with word [v] S Q@ X i 5~ Toolks-
4. To add a background color, click Format > Background. uﬁW:‘clome_Tes
\ ~felcome, htm
. . i Mg’jﬁ;i”ﬁ 0 https://sakai.rutgers.edu/davigroupfa2 7abebf-036a-4dda-0... 4
5. Add pictures by clicking Insert > Picture paument —— . g@',,.
@ : File Edit Wiew Favorites  Tools  Help i
* From file allows you to choose a picture on your hard Deskiop Qe - Q- (P Pt [Zromes [
drive 2N | Address ig_llttps:,l',l’sakai.rutgers.edu,l’dav,l’group,l’a2?abebF-D36a-4dda—0002-1ebi:i_ = Go
* Clip art gives you the option to search for clips online |, ;o= .. ] [~
Folder Tasks S | | =
_ S, |
6. Add the text you want. w8 ) Rename this ke ‘ | e
Iy Computer |y Mave this ikem |
. . —~— Page kitle: D Copy this item
7' CIICk Flle > Save as web Page \ — -t. File mame: [ATS——— x Delete this item ‘Welcome:_fil welcome. htrm o
. . . . YPIaces Save as tYPE! [ web Pags (*.htm; * html) = o I [ )'iL
* This creates a file and a folder with the pictures :
8. Upload the file and folder to Sakai’s Resources via upload-download multiple resources | ebiiincced i Coor | piicusiciniSchonhey aEliecuinicaciag] ailoiisl
) ) . ) Worksite Information ®
9. Through the Sakai menu, navigate to your web page under Resources and click the link.
Options
10. Copy the URL.
L itkps: i fsakai. rubgers. edujaccess oo -
11. Close this window
Jome
) ) _ BSPPP B RODH LOG! 5 red; -,
12. Click on the Home button in Sakai = jite Info
. . =t 0oc @ sakal rutgers.e... Copy innouncements
13. Click Options
lesources
14. Paste the URL in the Site Info URL box. Mhere's Tamara?
. . 3loustein Events
15. Click Update Options button.
schedule
16. You can always repeat steps 4-8 above if it doesn't look the way you want. Just save over the files ?Yiscussion and

in Sakai and the click Refresh in your browser. p 0000 LT 2T
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