
Titling and Renaming Pages 
A webpage title is different from its file name.   

• The title is what your visitor will see in the blue title bar at the top of 
their Internet browser.  The title is also what gets listed when a website is 
made a favorite or bookmark.   

• The file name of the webpage is what you see in the URL or webpage 
address.  It’s important to have logical names for both. 

 
 
 
 
 
Changing the title and file name 
1.  Go to the specific page for the 

change of the title and name.   
2.  Go to Tools, Web Page Options. 
3.  In the Page title, type a title.   
4.  In the file name line in Publish to 

the Web, give your page a file 
name.   

 
It is very important the file name is 
in all lower case letters, no spaces 
and no punctuation! 
 


