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FrontPage allows you to create Web pages in the html format.  

Creating a New Page

When you start FrontPage, a new blank page is automatically created. If you need to create another blank page, follow these steps:

1. Pull down the File menu

2. Choose New.

3. Select Blank Page or One Page Website from the New option pane on the right of the screen.
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Saving A Web Page

1. Pull down the File menu and choose Save
[image: image1.png]sovens - £ |
Swem  [CImywes o] @@ X S Tk

S
o
&
Places G

NewPage 1

Change i,

e i)

|

e Pages (- e st s s sy |

v
e





2. Choose a location to save to.

3. Type a filename. If you do not type an extension, FrontPage will add .htm to the end of the filename.

4. Click on the Change Title button to change the page title, which appears in the title bar of the Web browser. When finished, click on OK.

5. Click on the Save button

Note: If you have added graphics, ActiveX controls, sound files, or other objects to the page, you will be prompted to save them to the same location as the page. 

Setting Page Properties, Colors, and backgrounds

The information you specify in the Page Properties dialog box helps readers locate your document on the Web.

To Set the Page Properties:

1. File menu

2. Properties
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3. Click on the General tab to fill in the page title.  You can also set a background sound on this tab.

4. Click on the Background tab to set the background picture or colors and the text and hyperlink colors.

Character Formats

When entering text in FrontPage, you can apply many character formats such as Bold and Italics. Formatting text in FrontPage is very similar to formatting text in Microsoft Word.

To Apply Character Formatting:
1. Use the tools on the Formatting toolbar, or:

2. Format menu, Font
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Inserting Horizontal Lines

1. Insert menu

2. Horizontal line

3. Double-click on the line to change the options.
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Paragraph formats

Use the tools on the Formatting Toolbar to change the paragraph formats, such as styles, numbered lists, and bulleted lists.

Heading Styles

Headings divide sections of text. Use headings in your pages to standardize the look of text. The HTML language provides six heading levels 1-6. Headings differ from normal text by their type size. 

Heading 1 is a 24-point font size.

Heading 2 is 18 points.

Heading 3 is 14 points.

Heading 4 is 12 points.

Heading 5 is 10 points.

Heading 6 is 8 points.

The Normal style is 12 points.
Spell Check

The Spell check feature of FrontPage works exactly like that of Microsoft Word.
1. Tools menu

2. Spelling. 

Hyperlinks

Hyperlinks are what make the Web so useful. Hyperlinks can link you to other Web sites, other Web pages within the same site, and to email addresses.

To Hyperlink to Another Web Site:

1. Select the text or image you would like to link

2. Insert menu

3. Hyperlink or click on the Hyperlink tool [image: image5.png]






4. In the Address bar, type http:// followed by the Web address (such as www.microsoft.com)
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5. Click on OK
To Hyperlink to a Page in Your Web Site:

1. Select the text or image you would like to link

2. Insert menu

3. Hyperlink

4. In the Address bar, type the filename (just the filename, nothing before it or after it)

5. Click on OK
To Hyperlink to an Email Address:

1. Select the text or image you would like to link

2. Insert menu

3. Hyperlink

4. In the left-hand pane, click on the E-mail Address button.
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5. In the E-mail Address box, type the email address.

6. Click on OK
Hyperlink to Bookmarks

You can also choose to hyperlink to a specific place that has been marked within a page, called a Bookmark.

To Create a Bookmark:

1. Select the text to mark

2. Insert menu

3. Bookmark

4. Type a name for the bookmark and keep the suggested name and click on OK
To Link to the Bookmark:

1. Select the text or image you would like to link

2. Insert menu

3. Hyperlink

4. If you are linking to a bookmark on the current page: click on the Place in this Document button in the left-hand pane, choose the bookmark, and click on OK.
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5. If you are linking to a bookmark on another page:  In the Address bar, type the filename and then click on the Bookmark button on the right-hand side. Choose the bookmark and click on OK. And then click on OK again.
Tables

Tables are very useful in creating Web pages.  The HTML language does not accept tabs, as in tabular columns, so you would need to put tabular columns in a table.  Tables also allow you to place text and pictures where you would like them on the page.  To create more complicated tables, you can nest tables within tables.

To Insert a Table:

1. Table menu

2. Insert, Table
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3. The following tables describes the options in the Insert Table dialog box:

	Option
	Description

	Border size
	Enter a number for the size, in pixels, of the border lines around cells (table items). Enter 0 for no border. Note: FrontPage displays a zero (0) border as dotted outlines; no borders appear when the page is viewed through a browser.

	Cell spacing
	Enter a number for the space, in pixels, between cells.

	Cell padding
	Enter a number for the padding, in pixels, within each cell. This sets the margins of each cell.

	Specify width
	Enter a number for the width of the table. Choose "% of window" or "pixels." If you specify width as a percentage, the table width changes whenever the window width changes.


Adding and Deleting rows, Columns, and Cells


To add a row, column, or cell:

1. Click in the table where you want the addition

2. Table menu

3. Insert

4. Choose Rows or Columns
To delete a row, column, or cell:

1. Select the row, column, or cell to delete

2. Table menu

3. Delete cells
Changing the Columns Width:

1. Point to the right border of the column

2. When the mouse pointer changes to the double-black arrow, click and drag.

Splitting and Merging Table Cells:

1. To merge cells, click and drag to highlight the cells you want to combine.

2. Table menu.

3. Merge cells, or right click on the highlighted region and choose Merge cells

1. To split a cell into two or more rows or columns, click in the cell you want to split.

2. Table menu


3. Split cells, or right click in the cell you want to split and choose Split Cells,

Inserting Images

You can insert .gif (clipart) and .jpeg/.jpg (pictures) images.

To Insert an Image:

1. Insert menu


2. Picture

3. Choose ClipArt or From File

4. Navigate to the desired picture and click the Insert button.

To Edit the Image:

1. Click on the image to select it

2. View menu

3. Toolbars -> Pictures

4. To resize the image, point to an edge of the picture, when the mouse pointer turns to the double-black arrow, click and drag.
Tip:  To keep a picture in proportion when sizing, drag a corner of the picture.


5. Click the resample tool in the Pictures toolbar.  [image: image10.png]& Microsoft FrontPage
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6. To crop the image, click the crop tool in the Pictures toolbar.  [image: image11.png]& Microsoft FrontPage
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A light pink dashed outline will appear on the image.

7. Click and drag the pink squares around the edge of the pink dashed outline to indicate the area of the picture you want to keep. 


8. Click the crop tool again.  Repeat as necessary.
EXTRA

Applying Themes to Your Pages

A theme is a set of unified design elements and color schemes. A theme helps you easily create professional and well-designed documents.  When you apply a theme to a document, Word customizes the following elements: link bars, background colors or graphics, body and heading styles, lists, horizontal lines, hyperlink colors, and table border colors. Both the single-level and the multiple-level lists are also customized.

1. On the Format menu, click Theme. 

2. In the Choose a theme list, click the theme you want. 

3. Select the options you want and click on OK.
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