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Creating an internal office Web Page using Microsoft Word
Presentation Objectives
Customize Toolbars in Word for web use – page 3
Choosing the right material for your page – page 2

Create a basic Microsoft Word web page using hyperlinks – page 3
Choosing the right material

How can a Microsoft Word Web Page make your work easier?
See Page 2
· Continuity for employees departing or arriving at Post.
· One stop shopping for information for frequently used office items.
· Customized pages tailored to your section’s interests.
· Outdated information is easily deleted.
· New information is easily updated.
· You can create and update using simple Word skills & a little creativity.
· You can keep the page personal and viewable to only those in your section.

4 Easy Steps to get started
See Page 3
1.  Activate your Web toolbar in Word.
2.  Open a new document and save it as your ‘master” (try to keep one master page)
3.  Start adding hyper links – organize any way you like!

4.  Maintain, update, create and have fun!
Note:  Many of you stated you did not know what hyperlinks were – here is the definition:  “Hyperlinks are words or graphics in your document that, when clicked, take you to other files, bookmarks in the same file, web pages, or files created in other applications”.

Choosing the Right Material

· Alert your section that you are creating a master office web page & to send their suggestions for new links to you.

· Create individual links for officers so that they can update their own page & encourage them to organize their way.

· Web addresses can be copy/pasted into your document.

· Surf other web pages – if you find one with useful data -- Copy and paste into your page.

· Use the OMS forum to cull the most useful data (there are some good tidbits)!

· Scan the Department Notices to keep your page with the most up-to-date data (by using any links they may provide, or copy/paste the notice into a section of your page.

· Save all data on the shared drives so that everyone in your section can access (including your replacement, TDYers, or temps).

· Show everyone in your office how to access and use this master web page.

· Ask Systems to create a shortcut to your master from the Start Menu for everyone in your section.
How can a Microsoft Word Web Page make your work easier?
Think of all the ‘little questions’ you get on a daily basis?
· What is the TAG for ____?  http://arpsdir.a.state.gov/fam/05fah03.html
· Where can I find the Ambassador’s biography? http://usembassy.state.gov/vietnam/wwwhburghardtbio.html   
· What was that new rule on classifying information? http://www.foia.state.gov/eo12958/eo13292.asp
· Where is the EER form?  http://arpsdir.a.state.gov/eform/eer2001.html
· Where is the MPP template for the Mission?  http://spp.rm.state.gov/spp800x600template.cfm?id=8
· Which page has the Department Notices?  http://mmsweb.a.state.gov/asp/notices/p_dptntc.asp
· Where is the State Dept.’s website for the terror level?  http://colorcode.state.gov/
Incoming Personnel questions!
· What Post’s IVG number?  http://mmsweb.a.state.gov/asp/globalsearch/d_telphn.asp
· Where is the Foreign Service Lounge online? http://aoprgsm.a.state.gov/esclounge.htm
· Does the embassy have a master form list?  http://web.pretoria.state.gov/Information/forms.htm
· Where is the emergency information for Post? http://web.pretoria.state.gov/SECTIONS/RSO/EAPRSO.htm
· Where is the link for the Transition Center?  http://fsi.state.gov/fsi/tc/default.asp
Departing Personnel questions

· Where is that website that helps you move?  http://webmove.a.state.gov/default.htm
· How do I ship my pets?  http://fsi.state.gov/fsi/tc/default.asp?ID=390    
· Where is the Foreign Service Lounge online? http://aoprgsm.a.state.gov/esclounge.htm
· Where are the Post profiles?  http://www.a.state.gov/postprofiles/
· Where is the link for the Transition Center?  http://fsi.state.gov/fsi/tc/default.asp
4 Easy Steps to get started
1.  Activate your Web toolbar in Word.
· Click on View

· Click on Toolbars

· Tick the box for WEB

2.  Open a new document and save it as your ‘master” (try to keep one master page)
· Create a new Word Document

· Save as – name it as your “master page”

· Make sure you save to a shared section drive

3.  Start adding hyper links – organize any way you like!  *I will provide a handout with more details on adding hyperlinks at the conference*
· Note:  The hyperlinks toolbar icon is a world with a paperclip at the bottom.
· Start adding hyperlinks by copy/pasting them directly to your page – or -
· (My favorite method)  Saving them to a separate document with a number of other links (example, a document for an officer that has hyperlinks to the Bureau, news sites covering a portfolio, maps to the region they cover etc.) – see samples provided in the email.
4.  Maintain, update, create and have fun!
· Your internal office web page should be accessed daily.

· Links should be checked on a weekly basis.

· Gather information you find yourself repeating – and add it to the page.

· Explore clipart and constantly update with new items to keep the web page relevant.

· Have fun!  This is work, but the type of work that will benefit your entire tour.  A simple master web page will help you and your office consolidate frequently used documents, State Intranet pages and internet sites.  
Note:  Classified system Word web page:  This is set up exactly like the unclassified Word web page, but hyperlinks to the SIPRNet are all classified.  If you would like further information – please feel free to email me and I will assist you via email.  The OMS conference has planned to have live demonstrations available to you on the classified system.


