Advanced Tips

Using table to format your page

To make a quick picture gallery: Insert, Picture, Picture Gallery. Pick your photos and it will automatically make one for you.

To automatically know when a page was last updated: Insert, Date & Time. This will place a date stamp that changes when ever the page is saved.
Bookmarking - Hyperlink to places within the same page: (This works well if you have a long page!) First -- Insert bookmarks where you will want to “jump” to. Insert > Bookmark.  Second – Highlight the picture or text, select the hyperlink icon, and select the icon on the left indicating place in this document, pick the bookmark that you want to hyperlink to.
Publishing PowerPoints
1. Open your PowerPoint

2. Go to File > Save as a Webpage

3. Make a folder for your saved files (this will make the import easier)

4. Save

5. Open Frontpage

6. Import the folder you created when you saved your PowerPoint.

· Go to File > Import, then Add Folder

· Browse to the folder, then Open and OK

Publishing Calendars from Outlook

