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Insert Images 
 
Click on Insert 
 
Click on Picture 
 
Click on From File… 
(or whatever the source 
of the image is)  
 
 
 
 
 
 
 
 
 
 
Select where image is 
stored 
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Select the image 
 
Choose  
 
 
 
 
 
 
 
 
 
 
 
 
 
The image is added to 
the document. 
 
Click on File 
 
Choose Save as Web 
Page… 
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Select where to save the 
document 
 
Make sure the type is  
*.htm; *.html 
 
Type a File name: 
 
Choose  
 
The file is saved as an 
.html file. 
 
Close Word. 
 
 
 
Locate the file where you 
saved the document and 
open. 
 
 
 
Double-click on the file 
to open it and reveal its 
contents. 
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You will now see that 
there is a file (*_files) 
and an html doc (*.html) 
 
 
 
 
 
 
 
 
 
 
 
Hold down the Control 
button on your keyboard 
and click on each. (This 
should be simultaneous.). 
Select both the file and 
the html document.(Both 
should be highlighted) 
 
 
(You can now release the 
Control button on your 
keyboard.) 
With both highlighted, 
push your right mouse 
button 
 
Choose Send To 
 
Select Compressed 
(zipped) Folder 
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Your computer will 
automatically assign a 
name pulled from you 
html or file.  
 
A compressed or zipped 
file will appear. 
 
 
 
 
 
 
 
Log into WebCT. 
 
Once logged into WebCT, 
choose Control Panel 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose Manage Files 
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This opens up the file 
tree where all of your 
content resides.   
 
 
Select the Upload 
button. 
 
 
 
 
 
 
 
 
 
 
 
Click Browse…. 
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Select the compressed 
(zip) file  
 
 
Select Open 
 
 
 
 
 
 
 
 
 
 
Make sure you select the 
appropriate Destination 
folder using the drop-
down box.   
 
 
 
Select Upload 
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Select the box beside 
the uploaded .zip file 
 
 
 
 
 
 
Select Unzip  
 
 
 
 
 
 
 
Use drop down box to 
select where to save the 
contents of the .zip file. 
 
 
 
 
 
Select Unzip 
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Now the two files, the 
.htm (or .html) and the 
file for it are on the 
WebCT server. 
 
 
 
 

Click on   to view 
document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

  


