
 

Saving your Microsoft Word Document as a webpage 

0. Just as a note, your website when initially set up had this, or a similar display 

 



 

1. Create your webpage in MS Word exactly the way you want to see it on the internet! 

2. Save a copy as index.doc so you have a master to edit next time 

 



 

3. {ŜƭŜŎǘ {ŀǾŜ !ǎΧ 

4. Scroll to the bottom of the Save In: (top) window 

5. Double-click Add/Modify FTP Locations 

 



 

6. Enter the ftp site (ftp.<team website>) (See example below) 

7. {ŜƭŜŎǘ ǘƘŜ Ψ¦ǎŜǊΩ ǊŀŘƛƻ ōǳǘǘƻƴ ŀƴŘ ŜƴǘŜǊ ȅƻǳǊ ǳǎŜǊ ƴŀƳŜ ǇǊƻǾƛŘŜŘ ƛƴ ŀ ǎŜǇŀǊŀǘŜ ŜƳŀƛƭ ǿƘŜƴ ȅƻǳǊ ǎƛǘŜ ǿŀǎ ŎǊŜŀǘŜŘ 

8. Enter your password provided in that same email 

9. Select Add 

 



 

10. Select your website that is now in the FTP sites: window 

 



 

11. If prompted, add a title for your webpage that will display in the blue bar at the top left side of the browser, click OK  

 


