
WEB DESIGN
Expression Web 2 – Importing Files



IN ORDER TO LET VIEWERS DOWNLOAD OR OPEN FILES FROM YOUR
WEBSITE, YOU NEED TO IMPORT THEM AND THEN CREATE A LINK TO
THE FILES. BELOW ARE THE THREE TYPES OF DOCUMENTS WE’LL WORK
WITH.



IMPORTING A MICROSOFT WORD DOCUMENT: YOU NEED TO
SAVE THE WORD FILE AS A 2003 DOCUMENT IF IT ISN’T
ALREADY. THE 2007 VERSION WILL NOT OPEN CORRECTLY FOR
VISITORS TO YOUR SITE.

In Word 2007, 
click the 
Office Icon 
(top left 
corner) and 
“Save As” 
Then select 
“Word 97-
2003”

Also make 
sure you get 
rid of any 
spaces 
within the 
title of your 
file’s name.



OPEN MY COMPUTER (START BUTTON, THEN
SELECT) FIND YOUR WORD DOCUMENT AND
CLICK IT. I’M GOING TO IMPORT “ISRAELI-
PALESTINIANCONFLI…”

Word 
2007 files 
have 
.docx
that 
follows 
them. 
Whereas, 
2003 files 
are 
followed 
by .doc 
In 
addition, 
their 
icons in 
My 
Computer 
are 
different.



THEN YOU WANT TO DRAG YOUR FILE INTO
A FOLDER IN YOUR SITE.



TO IMPORT OTHER KINDS OF FILES, FOLLOW THE PREVIOUS FORMAT
OR YOU CAN CLICK “FILE” THEN “IMPORT” OR YOU COULD SAVE THE
FILES DIRECTLY INTO YOUR SITE. YOUR CHOICE.

PowerPoint 2007 
files act the same 
way Word 2007 
files behave. So, 
save it as a 2003 
version.

Importing PDF 
documents are 
simple..no issues.
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