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Using Tables to Create a Column-Look Format
1. Create a 3x3 table using the table tool from the toolbar.

2. Choose Borders... from Table menu and click on Grid.

3. Click on any one of the cells on the table and choose Select Table from Table menu. The table should be highlighted. Center the table using the alignment buttons from the toolbar. 

Merging Cells

4. If you need to merge cells together to make a one big cell, highlight the cells as many as you want.

5. While the cells are highlighted, right-click on the cells and choose Merge Cells. 

6. Now arrange the text or graphics in the table cell as needed.

7. You can merge cells across or up & down in the table.

Adding or Deleting Columns/Rows

1. Highlight the cells where the new column/row will be added and right-click on the cells. A shortcut menu will pop up.

2. Choose Insert Cells... and pick an appropriate command to meet your needs.

3. To delete unwanted columns or rows just highlight the columns or rows you don't want anymore and then hit the <Enter> key.

Hide the Grids
1. When you are done with formatting, set the grid to none by right clicking on the table and choose Borders... again.

2. Pick None and click OK. Now you have a professional look web page in a column-look format!

Downloading Free Graphics from WWW
1. Whenever you see a graphic on a web site and would like to use, you can download it from WWW. Make sure that the graphic is free to use.

2. You can also visit web site such as www.andyart.com to get lots of free graphics.

3. Let's visit www.andyart.com and click on Free Images link. Pick any category you want.

4. Let's follow Animated ( Misc. Animations ( Green 3D Button links.

5. When you see the animation, right click on the graphic. A shortcut menu should pop up. Pick Save Image As… and save it to your disk.  Keep the file name the same or give it a new name if you want to.

6. Now you have the animated image downloaded from WWW and it is ready for you to use on your web pages.

Adding Downloaded Graphics on Your Web Pages

1. Decide where you want the graphic to be positioned. Click at the position on your web page.

2. Go to Insert ( Picture ( From File… and then locate the graphic you just downloaded.

3. Resize the graphic to desirable size by clicking on the graphic once. You should see the handlers around the picture. Drag any one of the corner handlers to modify the size.

4. If you need to re-use the graphic for other lines, click on the original one once, copy it and then paste it to new position. This way, you will always have identical sets of pictures on your page.

Formatting Graphics for Web Pages

Where Do I Put It? How Big Shout It Be?

1. Anywhere! If you have a table format web pages, you can insert the graphic at any cell. Your web page will also have a TEXT-WRAP format look.

2. You can put more than one pictures on your web page. Of course, pictures positioned in the cells should be in small sizes.

Creating Thumbnail Pictures
If you have many graphics to show on your page, the best way to do it is to create a thumbnail list of the graphics. So the users decide which graphic they want to view by just clicking on the miniature ones.

1. Create a table on your web page, decide how many rows and columns you will need.

2. Position the cursor at the cell where the first thumbnail picture will be.

3. Go to Insert menu ( Pictures ( From File… and then locate the picture from your disk.

4. The picture, in original format, will be pasted onto the page. Resize the picture by dragging one of the corner handlers - to make it small enough to view the picture. Make sure that you will not drag the side handlers, otherwise the picture will be distorted.

5. Repeat doing steps 2 ~ 4 until you finish putting all the pictures in the table. 

6. All the pictures should be in same size, so they will have a uniform look. If it is impossible for you to make all the pictures in same size, at least you should keep them in a similar format. For instance, they all have same width or same height

The thumbnails on the page should serve as the index on the web page, so the users can pick the photos they want to view by clicking on it. What you need to do now is to create links on all the pictures, so the users can view the pictures in original formats.

Creating Links on the Thumbnails

1. Right click on the picture, choose Hyperlink… from the shortcut menu.

2. Give the picture a link address. Ex. bio109index1.html. Write down the file name somewhere since you will need it when you create the HTML page.

3. In Word, choose New from File menu. Save the file as HTML format from the File menu and use the name that you've given earlier. Ex. bio109index1.html

4. Give a heading on the top of the page. Ex. Original Photo of earthworm - Bio 109. Center the heading, if necessary.

5. Press the <Enter> key to the next line, insert the picture by going Insert ( Pictures ( From File…, and then locate it from your disk.

6. The picture should be positioned on the web page in an original format.

7. Repeat doing steps 1 ~ 6 until you have done all the links for each individual thumbnail 

Modifying Images Using Microsoft PhotoEditor

1. Open the graphic that you want to modify in MS PhotoEditor (locate it from Start menu ( Programs ( MS Office (local) ( PhotoEditor.

2. File menu ( Open ( then locate your graphic file.

3. Go View menu ( Ruler. Then View menu ( Measurement Units( choose Inch or Pixel.

4. Resize your graphic by going Image menu ( Resize.

5. Set Pixel size, for example, to approximately 200 x 200, or whichever side is larger, make it to 200 pixel. You will have a graphic size about the size of your passport photo. 

Adding Special Effects to Graphics
1. Go to Effects menu and choose Emboss, for instance.

2. Modify the Relief and Lighting Position, then click on Preview button. Click OK if you like it.

3. If you don' t like the result, choose Undo from Edit menu. Or close the file without saving it.

4. Choose other commands to create other effects.

Changing the Brightness and Contrast

1. Click on the sun tool from the toolbar. Adjust the brightness and contrast as needed.

Image Info
1. To find out the file size of the image, right click on the file then select Proprieties. You should be able to find out the dimension of the graphic as well as the size of the file. 

2. Always keep the file size small as much as you can. Usually a 40K web picture will take about 12 seconds to down for a 28.8 modem and  10 seconds for 33.6 modem.

Saving Images

1. File menu ( Save As.. ( choose JPEG from Save As Type box.

2. Give your file a name. PhotoEditor will supply the extension .jpg automatically.
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