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| FrontPage 2003: The Screen I

Main FrontPage Screen
o There are several different ways you may view your web pages and their relationship to one another.
e These views include: Page, Folders, Reports, Navigation, Hyperlinks, and Tasks. Most of these
views are useful only if you create a FrontPage web. (A FrontPage web is Microsoft’s unique way of
organizing web pages).
e A web page is normally created in Design View.
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| FrontPage 2003: The Screen I

Tool Bars

e Some of the commonly used short-cut buttons are shown below.

— New Page — Cut — Insert Table __ Show All
Open Copy Insert Clip Art
Save Paste Insert Picture
v v v v
HRRA=AN" N: - F O -F | $ 5@ S99 00T (E] &9 ‘le.a@H
A A A A A
- J Drawing
Preview in Browser Format Toolbar
. Painter
Spelling _| Help
Undo — )
Redo — Hyperlink __
Font Size _ Align Right — — Increase Font Size
Font Center Decrease Font Size
Style Align Left Decrease Indent
1 Increase Indent
v v v {
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Bold Numbering Font
Color
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L Table Borders
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FrontPage 2003: Getting Started

Start and Exit FrontPage

e The instructions to start FrontPage apply to the PCs in the Computer Center labs.
(If you are using a non-lab PC, your menu configuration will be different.)

e Method to start FrontPage:
1. Click the Start button.
2. From the cascading menus select the following items:

Programs/Web, Imaging, and Multimedia Editors/Web Page
Editors/FrontPage 2003.

e Method to exit from FrontPage:
1.  Select File/Exit from the menu.

[1 = | Create a New (Normal) Page

e A new page, by default, is a single page with no frames or special formats.
e Method:

1. When you first start FrontPage, it will automatically open a new, blank
page. If, at any other time you need to create a new page... Select File/New
from the menu. Then at the New task pane, click on the link for Blank
Page.

% The screen illustration on page 1 shows what the screen will look
like when you create a new web page.

Enter Text
e Typing text onto a web page is much like using a word processor.
e Method:

1. Click on the Design page tab. (This is selected by default.)
2. Type the text in the white area of the Design View.
% The screen illustration on page 1 shows where to type the text.
% Press the ENTER key to create a blank line.
% Press SHIFT-ENTER to create a smaller blank line. This is called
a line break. (Note: Depending upon how the paragraph or text is
formatted or where you insert the line break, the text following the
line break may pick up the formatting of the previous line.)
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FrontPage 2003: Getting Started

Enter Web Page Title

e Every web page needs a title. This title is displayed in the browser’s title bar.
e Thetitle is very important since this information is stored by a browser when
someone saves a site as a Favorite or as a Bookmark.

li Web Page Title

3 Computer Center-Penn State Erie - Microsoft Internet Explorer provided by Behrend College 4 dmin Servers

File Edit View Favorites Tools Help

OBack - ﬂ E 2 /' Search ‘L::'Favnrltas &) -z @ - i 3

Address @] btz fumn. pserie. psu.sdujcompentr fcompindss. hm

Search Behrend
PENNSTATE ) =
=5 Penn State Erie The Benrend College  NEitiiosit >

About the = News & Academic = Admissions &  Student  Alumni  Research Athletics
College Calendars  Programs  Financial Aid Life & Outreach

LComputer Center General Electric Foundation Computer Center

HNews The General Electric Foundation Computer Center

A5G Mewslettar is Iocated in the Hammermill Building. The center News
consists of five class-sized computer 1abs in the

Inihats Mew Hammermill Building. In addition, there are two Color Printing
satellite labs — one is located in the Library and Notice

About the Center the other is in the Mick Building

Computer | abs
Computer Lahs Nue tn channes in the

e Method:
1.  Select File/Properties from the menu.
2. Click on the General tab.
3. Inthe Title box, type the title of your web page. Click the OK button.

% | Spell Check

e FrontPage automatically spell checks your document. A wavy red line underneath
a word indicates that word is misspelled.

Misspelled Word

Vision and Mission Statemjent

Vision

v
The wision of the General Electric Foundation Computer Centerr is to prowide -cuality computing facilities and services for

faculty, students, and staff m order to support the teaching, rese
Canker B

ndeavors of the college. We aspire to
create a quality environment in which faculty, students, and staff

es to the best of their abilites

. . Centers
Mission
Ignore All
The General Electric Foundation Computer Center's goal is to Add to Dickionary ent which i commuitted to being abeve

the norm in service, knowledge, and equipment. In particular, cur mission is to:

¢ provide knowledgeable and committed staff to service our customers
& provide training and facilities that serve the needs of faculty, students, and staff’
¢ provide the latest in computer tectmology for hardware, software, and campus networking
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FrontPage 2003: Getting Started

e Method to correct errors:
1. Right-click on the misspelled word. A window pops up with a list of
possible corrections.
2.  Click on the word that has the correct spelling.
OR
If the pop up window doesn’t contain the word with the correct spelling,
you will need to manually correct the misspelled word.

Set Page Color
e The background color of a page may be changed.
e Method:
1. Select File/Properties from the menu.
2.  Click the Formatting tab.
3. In the Colors section of the dialog box, click the drop-down arrow next to
the Background box.

General | Formatting | Advanced | Cuskom | Language
Biackground
[Backaround picture
Browse, .,
Colors
Background: | W | Hyperlink: Automatic v
Text: hvperlink: Automatic »
n EEEEEN hrvperlink: Automatic by
| EEN

N More Colors. ..

’ Ok, ll Cancel I

4, Click on one of the 16 basic color selections. Click the OK button.
OR
Click on More Colors. Click on one of the colors from the color chart.
Click the OK button. Click the OK button again.
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FrontPage 2003: Getting Started

Set Default Text Color
e The default color of text on a web page may be changed.
e Method:

1. Select File/Properties from the menu.
2.  Click the Formatting tab.
3. Inthe Colors section of the dialog box, click the drop-down arrow next to
the Text box.
% The dialog box looks the same as the one pictured above (for
setting the page color).
4.  Click on one of the 16 basic color selections. Click the OK button.
OR
Click on More Colors. Click on one of the colors from the color chart.
Click the OK button. Click the OK button again.

Set Link Colors

e The text color for a hyperlink, a visited hyperlink, and an active hyperlink may be
changed.
e Method:
1.  Select File/Properties from the menu.
2.  Click the Formatting tab.
3. To change the hyperlink color... In the Colors section of the dialog box,
click the drop-down arrow next to the Hyperlink box.
OR
To change the visited hyperlink color... In the Colors section of the dialog
box, click the drop-down arrow next to the Visited Hyperlink box.
OR
To change the active hyperlink color... In the Colors section of the dialog
box, click the drop-down arrow next to the Active Hyperlink box.

General | Formatting | advanced | Custom | Language

Background
[JBackground picture

Browse., .
Colars
Background: | Autornatic W | Hyperlink: Autkamnakic v|
Text: l Autornatic W | visited hryperlink: l Aukarnatic v/
Active hyperlink: \%

N [More Colors...

’ [l 4 ] I Cancel
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FrontPage 2003: Getting Started

4, Click on one of the 16 basic color selections. Click the OK button.
OR
Click on More Colors. Click on one of the colors from the color chart.
Click the OK button. Click the OK button again.

E | Save a Page
e A new or revised page must be saved.
e Method:
1. Select File/Save from the menu.
2.  Click the Change Title button. Type the title for the web page. Click OK.
% This title is the one that a browser uses to bookmark your page.
3. Save the file to the desired location.
a. Navigate to the directory where you want to save the file.
b. Inthe File Name box, type the name of the file.
% Don’t use spaces or special characters in the file name.
c. Click the Save button.
4. If prompted to save images (as shown in the illustration), you need to:

a. Change the image name to something meaningful (if necessary). To do
S0, select the image name. Then click on the Rename button. Rename
the file, but do not change the 3-letter file extension that appears after
the period.

% Don’t use spaces or special characters in the image name.

b. Change the folder location. To do so, click on the Change Folder
button. Navigate to the drive and select the directory where you want to
save the image. Click the Open button.

¥ A good practice is to save the image to an images folder to keep
things organized.

c. Ifthe image is not in a .gif or .jpg format, then click the Picture File
Type button. Select the desired format (i.e. either .gif or .jpg). Click
OK.

d. Click OK.

Prompt to Save Images

This iz my web page.
Save Embedded Files k @
Embedded files ta save: Picture preview:
Hame Folder Acti
[E [IETEEETE A E:tcomputercenteriimages) San e
(e ATy
{ S
pd O
< b3
Rename 1 [Changs Fulder”.] [Sst Action... ] [ Picture File Type... I
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FrontPage 2003: Getting Started

Close a Page
e The current page that is being viewed may be closed.
e Method:
1.  Select File/Close from the menu.

b

Open a Page
e An existing page may be opened for editing.
e Method:
1.  Select File/Open from the menu.
a. Navigate to the directory that contains the file you want to open.
b. Double-click on the file name to open it.
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FrontPage 2003: Formatting Text

(default for)

B I U

¥ bormal v

Apply Bold and Italic to Text
e Bold and italic formatting may be applied to text. (Avoid underlining text. It
could be confused with a hyperlink.)

e Method:
1. Select the text you want to make bold or italic.
2. Click the Bold or Italic button.

Change Font and Font Size for Selected Text
e Text may be formatted with a different font and font size.
e Method:
1. Select the text that you want to change the font or font size for.
2.  Click the drop-down arrow next to the Font box and click on the desired
font.
3. Click the drop-down arrow next to the Font Size box and click on the
desired font size.

e Note: If you use a different font, be sure to specify one or more alternative fonts.
For example, use Times New Roman or Courier as one of your alternative fonts
(since these are standard fonts on PCs). In this way, if a user doesn’t have a
specific font you have chosen, the browser will then display the text using one of
the alternative fonts. To specify alternative fonts, you need to type the appropriate
HTML.

e Example for specifying alternative fonts:

The following code...
<P STYLE="font-fam | y: | npact, Tahoma, Couri er”>Penn State

Behr end</ P>

produces this result:
Penn State Behrend OR Penn State Behrend OR Penn St ate Behrend

e The words, Penn State Behrend, will be formatted with the Impact font if the user
has this font installed on their computer. However, if a user’s PC doesn’t have this
font, then the browser will try to display the text using the Tahoma font. If the
user doesn’t have the Tahoma font, then it will display the text using the
Couri er font.

e There are other ways to specify fonts, such as using style sheets. However, this is
beyond the scope of this document.

Change Text Color for Selected Text
e The color of text may be changed.
e Method:
1. Select the text that you want to change the text color for.
2.  Click the drop-down arrow next to the Font Color button.
3. Click the desired color.
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FrontPage 2003: Formatting Text

Change Paragraph Alignment
e Right, left, and center justification may be applied to paragraphs.
e Method:
1. Click in the paragraph that you wish to align.
2.  Click the Left, Right, or Center button.

MNormal » | Apply Paragraph Styles

o Preformatted styles (for font size, boldfacing, etc.) may be applied to
paragraphs.

The most commonly used styles are headings, bullets, and definition lists.

The Normal style is the default style (usually Times New Roman).

There are short-cut buttons that may be used to format text as bullets. (The next
section explains this method.)

Examples of paragraph styles:

Normal Style

This text is formatted with the Normal Style.

Heading Styles

This text is formatted with the Heading 1 style.

This text is formatted with the Heading 2 style.

This text is formatted with the Heading 3 style.

This text is formatted with the Heading 4 style.

This text is formatted with the Heading 5 style.
This text is formatted with the Heading 6 style.

Formatted Style |

This text is formatted with the Fornmatted style.
This style uses the <PRE> tag.

Text is formatted with a nonospaced font (i.e. each
character takes up the sane anpunt of space).
Ceneral ly, Courier is the default nonospaced font for
br owsers.

Text will not word wap using the Formatted style. You nust
use ENTER or SHI FT-ENTER to create a new li ne.

This style allows you to use tabs or spaces to align text.

Exanpl e:

Fruits Veget abl es
appl es t omat oes
pear s corn

gr apes beans

- continued -
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e Examples of paragraph styles (continued):

Address Style

This text is formatted with the Address style. It formats text as italic. It is often
used to format a web author’s email address.

Numbered List Style

1. This text is formatted with the Numbered List style.
2. This text is formatted with the Numbered List style.
3. This text is formatted with the Numbered List style.

Bulleted List Style

e This text is formatted with the Bulleted List style.
e This text is formatted with the Bulleted List style.
e This text is formatted with the Bulleted List style.

Definition List Style

This text is formatted with the Defined Term style.
This text is formatted with the Definition style.
This text is formatted with the Definition style.
This text is formatted with the Definition style.

e There are also two other styles: the Directory List and Menu List styles.
Browsers that recognize these styles will display the text with a special bullet
format. However, these styles don’t work in all browsers. Browsers that don’t

recognize these two styles will display the text as if they were formatted as
bulleted lists.

e Method:
1.  Click in the paragraph (or select a group of paragraphs) that you wish to
apply astyle.
2.  Click the drop-down arrow next to the Style box.
3. Click the desired style.

= i= | Create Bulleted Paragraphs

e Paragraphs may be formatted with regular or numeric bullets.

e Method:

1. Click in the paragraph (or select a group of paragraphs) that you wish to
format with bullets.

2. Click either the Numbering or the Bullets button.

Bullets may also be removed from paragraphs.

Method:

1. Click in the paragraph (or select a group of paragraphs) that you wish to
remove the bullets.

2. Click either the Numbering or the Bullets button (depending upon which
one was used to format the paragraphs) to remove the bullets.
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¥, |Createalink

e Alink can be created to a web page within your site, a specific section within a
web page, a web page at an external web site, a person’s email address, and to
another resource (such as a document, image, sound clip, video clip, etc.).

e Alink that is created to go to a specific section within a web page is called a
bookmark or anchor. This is discussed in a later section.

o Alink that is created to a person’s email address is discussed in a later section.

e Method to create a link to a web page within your site:

1. Select the text for which you want to create a link.

2. Select Insert/Hyperlink from the menu.

3. If necessary, click the Existing File or Web Page button. (This is selected
by default.)

4.  Click the drop-down arrow next to the Look In box. Navigate to and select
the proper drive and directory that contains the file.

5. Double-click on the file name that you wish to link.

Browse the Web

Hyperlink

Browse for File

\4

This site also has information about .
Insert Hyperlink
Link to: Text ko display: |cats
( JEC3| Look in: IC5) computercenter - =
Existing File or
‘Web Page ] cats.htm (openy
Cgrlrdent @] indexjunk.htm {open)
& Folder ] indexjurk2 htm {open)
Place in This () images
Document Browsed
Pages =
Create Mew Recent
Document Files
Address: cats.htm -
E-mail Address A
L
Web address goes here
Choose the
type of link

CDudas\OfficeDocs\Seminars\How-toGuides\Frontpage\fp2003-guide.doc\09.30.04 -- Page 12 of 28



| FrontPage 2003: Links I

e Method to create a link to a web page at an external site:
1. Select the text for which you want to create a link.
2. Select Insert/Hyperlink from the menu.
3. In the Address box, type the complete web address of the external site
(including the http:// part of the address). Click the OK button.
OR
Click the Browse the Web button. This opens your default web browser.
Using the browser, navigate to the web page that you want to link to.
Return back to FrontPage. The web address for that page is automatically
inserted into the Address box. Click the OK button.
% Refer to the diagram on the previous page for the location of the
button.

e Method to create a link to a resource (such as an image):

1.  Select the text or resource for which you want to create a link.

2. Select Insert/Hyperlink from the menu.

3. If necessary, click the Existing File or Web Page button. (This is selected
by default.)

4.  Click on the drop-down arrow next to the Look In box. Navigate to the
proper drive and select the directory that contains the resource.

5. Double-click on the file name that you wish to link.

e Method to create a link to a new web page:

Select the text for which you want to create a link.

Select Insert/Hyperlink from the menu.

Click the Create New Document button.

In the Name of New Document box, type the file name for the web page.

el N>

File name of web page

Hyperlink

Text for link

This site also contains information about EE{ME.

Insert Hyperlink

Link to: Text to display: |gerbils
E Mame of new document:
Existing File or | | gerbils,htm
‘Web Page
Full path:
IS CiiDocuments and SettingsiddziMy DocumentsiMy Web Sites Change. .. ] [ Target Frame... ]
Place in This
When to edit: oo
Cézit?ﬂ%::\' () Edit the new document |ater R .
(%) Edit the new document now Change Iocatlon Of fl Ie

E-mail Address

[ Ok ][ Cancel ]
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5. Indicate where this web page file is to be saved. To do so, click the Change
button. Navigate to the proper drive and select the directory where the file
is to be saved. Click the OK button.

6.  Click the OK button.

7. Enter the information for this new web page and then save the file.

% To return to the previous web page, click on the file name tab that
corresponds to the file you wish to edit. (The file name tabs are
located below the toolbars.)
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e

Create an Email Link

e Alink can be created for an email address. This allows a visitor to send email to
the specified person.

Hyperlink Type email address here
A\ 4
Send etnail to .
Insert Hyperlink.
Link ko: Text ko display: Jane Doe
=) E-mall address:
Existing File or
‘Web Page
Subject:
&1
Place in This | Pegently used e-mall addresses:
Create New
Document
—P E-mail Address
.

Email Address

e Method:
1. Select the text for which you want to create an email link.
2. Select Insert/Hyperlink from the menu.
3. Click the Email Address button.
% Refer to the above diagram for the location of the button.
4.  Type the complete email address for the person in the Email Address box.
% The Email Address box now contains the prefix, mailto:,

immediately followed by the email address.
Click the OK button.

o1
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Create Bookmarks (i.e. Anchors)

A link can be created to go to a specific location within the same web page.

o A bookmark is easily recognizable in a web page address. That is because a pound
sign (i.e. #) always precedes the name of the bookmark. For example:

http://www.pserie.psu.edu/compcntr/seminars.htm#student

e When the cursor is placed over a link, the web address is displayed in the
browser’s status bar.

e When you click on a link that has a bookmark, the browser will scroll to the
section of the web page that contains that bookmark.

e Example of a web page that contains a bookmark:

2l Seminars & Tutorials-Computer Center-Penn State Erie - Microsoft Internet Explorer provided by Behrend Colley

File Edt View Favorites Tools Help

ek - (L lﬂ |EL| W) | ) search S Favories %) - & ol 3

Address ii']http:h’www.pserle‘psu.edufcompcntr,isemmars‘htm

Search Behrend
PENNSTATE

= Penn State Erie tne senrend College [l >

About
Erie

About the = News & Academic = Admissions & = Student = Alumni = Research Athletics SIeehnalogy’
College Calendars = Programs | Financial Aid  Life & Qutreach Services

-
Computer Center Seminars and Tuterials

Hews The Computer Center offers hands-on computer seminars for faculty, staff,
ASG MNews|efter and students. Flus, there are a variety of other ways to learn new software.

Refer to the items below for mare information.

Student Traingg <4— This link has a bookmark.
FaculbyStaff nar:

What's MNew

Ahout the Center
Corputer Labs

General Seminar Infarmation

Software Learning Guides

Tutarials

Seminars and Training Available at University Park

Course, Application
Software

This is the location

Faculty Request s A
TRESalees Student Training < Of the bOOkmark.
Hours Computer training is provided either through in-class sessions or Oy ONeE-om-
one tutoring.
Map
If requested by an instructar, the Cemputer Center can provide group
Eolicies training to a class on general computing topics. These topics include
nicrosaft Office, FrontPage, Webhail, and the PSU Portal. To request training
Staft for a class, faculty need to complete the Computer Resource Requirement
- Eorm or contact the multimedia and support specialist at least 3 weeks in
Student athvance to arrange for such training.

Fmnlnyment

K& hitps . pserie. psui.edufrompentrfseminars, htm#student

When the cursor is placed over a link,
the web address is displayed in the
browser’s status bar.
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N

e Creating a link to a bookmark is a two-step process. First, create the bookmark.
Second, create a link to the bookmark.

e Method to create a bookmark:
1.

Select the text for which you want to create a bookmark. (This is the section
of the web page where you want the link to go to.)
Select Insert/Bookmark from the menu.
The text that you selected in step one appears in the Bookmark Name box.
You may use this name or type in a different name.
% 1t’s usually best to avoid using long bookmark names.
% It’s a good idea not to use spaces and special characters.
Click the OK button.
% A dashed underline appears under bookmarked text so that you can
easily identify the location of bookmarks. (The dashed underline
will not appear in the browser.)

Hyperlink

¢ Tomputer Center  ©

| News E‘I’he Computgr Center offers hands-on computer seminars far faculty, staff,

| H5G Mewsletter @nd students| Plus, there are a variety of other ways to learm new software.

What's Mew

H v
i + Student Training
Jahnugiheent oy * Eacully/Staff Serminars
| ZombuterLabs * General Seminar Information
e : * Software Learning Guides
[ Course, Application : « Tutorials :
| Software H * Semninars and Training Available at University Park *
HEEEel mmetlset Bookmark name
| for Resources :
;—murs H §Cnmp ter training is provided either throungh in-
e 2| Dnetjronng. Buukmal'*
| Map 2
[ : | irreglested by an instructor, the Cof Bokmark name:
| Policies i Yrainipg to a class on general comp| | SEEETRD
i 2| Microgoft Office, FrontPzge, Webhia
| Staff g:or a qlass, faculty need to complete] other bookmarks on this page:
i i orrn pr contact the multimedia and § [¢oqwsrafe
| Student : advar|ce to arrange for such training tuw,;s
Emgluymem ; E

[ ¥ision and Mission :

| Senvices
| Access Accounts

b ismnie S| Tente rely on students to provide o

| intemet il studepts.

Seminars and Tutorials

Refer to the ifems below for more information

: The Learning Resource Center p
iwho nfed assistance with Microsoft A
Tan tgke advantage of this tutaring
Lenter to arrange for an appointme

Reep n mind that both the Learning

Iutorirg and group training depend

Other bookmarks
on same page

Bookmarked text
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1.
2.
3.

S

e Method to create a link to a bookmark (within the same web page):

Select the text for which you want to create a link.

Select Insert/Hyperlink from the menu.

Click on the Place in This Document button. (See the illustration below.)
% The list of bookmarks within that web page is displayed.

Click on the name of the bookmark that you wish to link.

Click the OK button.

Hyperlink

TNews

Lormputer Cenfer =

Seminars ahd Tutorials

The Computer Center offers hands-on computer seminars for faculty, stafr,

ASG Newsletter

ihats Mew

and student:

Feferto the‘Fems pelow for mare infarmation.

Flus, there are a wariety of other ways to learn new software

i L =itucient Training

Aboutthe Center - © F50ylh/Staflf Seminars -

LomputerLais o 1« General Seminar Information

: 2| s Sottware Leaming Guides

Z-ourse, Application - s Tutorials BOOkmark Names
ot i + Serminars and Training Available at University Pa[k —

Taculty Request

H Student Tr;
w R Insert Hyperlink
?,M ;?;é"ﬁ;?irn Link ta: Text to display: [Student Training
?\ﬁg Jic| Select a plage in this document:
i 1; V'?qwﬁte Existing File or | [ = Bookmarks
olicies H training tg web Page <tude
H H -_~.Jd-:r|t
: : ;‘”‘Emslﬂﬁ 1 Facultystaff
Stafl H Jor a class 8 tutorials Target Frame. ..
H H Form ar cof Pl -Th'
: E lace in This
Student ;Edvanl:e 1 Bocument
Employment i
; | Tretead
ision and Mission : who need cread 1
| oo e
LA =l Centerto
Access Accounts ¢ | [%
: 2| ¥Keepinmi h
Discounts : Lenter rely | e-mail ghdress
| s
intarmat 2| tudents.

Place in This Document

e Method to create a link to a bookmark (that is in another web page):
1. Select the text for which you want to create a link.
2. Select Insert/Hyperlink from the menu.
3. If necessary, click the Existing File or Web Page button. (This is selected
by default.)
4.  Click the drop-down arrow next to the Look In box. Navigate to the proper
drive and select the directory that contains the file.

5. Click on the file name that you wish to link.
6.  Click on the Bookmark button.
% The list of bookmarks within that web page is displayed.
7. Click on the name of the bookmark that you wish to link. Click OK.

8. Click the OK button.
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@] | Insert Images

window.

e Images may be inserted within a page or table.
e A collection of images are included as part of Microsoft Office and FrontPage.
e Method to insert images from Microsoft’s collection:
1. Click in the paragraph or table cell where you want to insert the image.

2. Select Insert/Picture/Clip Art from the menu.

% The Clip Art task pane appears next to the FrontPage editing

Clip Art Task Pane

calehiben

<bod>]

Search Box

v

Thus site contans everythang vou always wanted to know about cats.

G0 | 5 sk B code CLprevien

Organize Clips

—>

i Clip At

Sesrchfor:

dery

Searchin:

) coletiors
Riesuks shoud be
Al s Fl types

fi] Crgarize ...
@ Clo art on Office Onlne

& T for fradie s

OR

button.

3. Tofind an image, enter a keyword into the Search box. Click the Go
button. If there is a match, the images are displayed in the Clip Art task
pane. Click on the image you wish to insert.

To view images by category, click on the link for Organize Clips. (The link
is located at the bottom of the Clip Art task pane.) At the Microsoft Clip
Organizer window (see illustration on next page), double-click on one of the
following items in the collection list: Office Collections or Web
Collections. Then select a sub-category from the list. (Repeat this latter
step as necessary.) Next, click and drag the image to the desired location.
¥ Attributes may be set for the image. To do so, right-click on the
image and select Picture Properties from the short-cut menu.
(The section for adding alternative text is found under the General
tab. The section for changing the alignment, adding a border, or
altering the spacing around an image is found under the
Appearance tab.) Make the desired changes and click the OK
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Collection List

rabshtm® * : Cip At - x
bty EACIEY

Thes site contans everything you always wanped to know ahout cars, o &

; - o

i : 2 7

W |
By acacemic
= s @
5 Agdure L - .
4 animals, birdks, rahuer, swans... S
& astrodogy 03 () x 214 (h) puesks, 7 KB, WHE ]
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=
H
g

}@ Sy Rk ) 4 -
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5y Buldings & L L "
] > 0 C T 2l | e u
— — -~ N ! v
il (8] Orgarize dps. .
T Cip art on Office Online:
[Ctesign |53 5pit 5 Code QProviw & Tios For Finding cps

e Method to insert images from another source:

1. Click in the paragraph or table cell where you want to insert the image.

2. Select Insert/Picture/From File from the menu.

3. Click on the drop-down arrow next to the Look In box. Navigate to the

proper drive and select the directory that contains the image.
4.  Double-click on the file name for the image you wish to insert.
% Attributes may be set for the image. To do so, right-click on the

image and select Picture Properties from the short-cut menu.
(The section for adding alternative text is found under the General
tab. The section for changing the alignment, adding a border, or
altering the spacing around an image is found under the
Appearance tab.) Make the desired changes and click the OK
button.

If you receive a prompt to save embedded files, refer to the topic, Save a Page in
the Getting Started section. The Save a Page topic provides instructions on how to
properly save the images.
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Insert Horizontal Rule
e A line may be inserted within a web page.

Horizontal Rule

Vision and Mission Statement

Vision

The wision of the General Electric Foundation Computer Centerr is to provide high-quality computing facilities and services for
faculty, stadents, and staffin order to support the teaching, research, and educational endeavors of the college. We aspire to
create a quality environment in which faculty, students, and staff may utilize our resources to the best of their abilities.

Method:
1.  Click where you want the line to appear.
2. Select Insert/Horizontal Line from the menu.
% Other attributes may be set for the line width, height, color, etc.
To do so, right-click on the horizontal line and select Horizontal
Line Properties from the short-cut menu. Make the desired
changes and click the OK button.

Insert Background Image
e Animage may be used for the background of a web page. A background image is
tiled (i.e. repeated across and down the entire page).
e If you use a background image, choose an image that isn’t distracting and so that
the text is readable.

Tiled Images

3 Pets and More Pets - Microsoft Internet Explorer provided by Behrend College Admin Servers

File Edit view Favortes Tools Hglp 1]

J Iﬂ IEL‘ .;‘ /-': Search v\ Favorites 5‘ g O - ﬁ i‘“

nddress ) Excomputercentertindex htm v Beo ik ¥ @~ @snagt B

This is my web page. [ It has information about dogs, cats;,
gerbils,-and more.

Ej Done J My Computer
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e Method:

1. Select File/Properties from the menu.

2.  Click the Formatting tab.

3. In the Background section of the dialog box, click on the box next to
Background Picture (so that there is a checkmark in this box).

4.  Click the Browse button.

5 Click on the drop-down arrow next to the Look In box. Navigate to and
select the proper drive and directory that contains the image.

6.  Double-click on the file name for the image you wish to use as a
background.

7. Click the OK button.
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™ | Create Table
e Tables are often used to align information in rows and columns.
e Table cells can contain items such as text, images, forms, background images,
nested tables, etc.
e Generally, table dimensions should be specified in percentage.
e Method:
1. Click in the paragraph where you want to insert a table.
2. Click the Insert Table button.
¥ A table grid now appears immediately below this button.

Table Button —>j| _
RN ]
W

LI 1]
HERENR Table Grid

2 by 3 Table

3. Drag the mouse down and to the right to select the number of rows and
columns you want for your table. Click the left mouse button to insert the
table.

4.  Enter the information into the desired cells.

% The Tab or Arrow keys may be used to move from one cell to
another.

5. If desired, change the attributes of the table (i.e. alignment, height, width,
cell padding, cell spacing, border size, border color, background color, or
background image). To do so, right-click within the table and select Table
Properties from the short-cut menu. (See the illustration of the Table
Properties dialog box.) Make the necessary changes and press the OK
button.

% Cell padding refers to the margins within cells. Cell spacing refers
to the space between cells.
¥ To remove the borders from a table, change the border size to zero.
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Table Properties E@

Layout Tools
() Enable layout tools
() Disable lavout tools
(%) Aukomatically enable layout taols based on table content
Size
Rows: |3 S Columns: |3 -
Layout
Alignment: Deefault w | [¥]specify width:
Float: Default £ 100 O I e
(%) In percent
Cell padding: 1 - [l specify height:
Cell spacing: 2 £
Borders
Size: 1 - Light border: Automatic v
Calor: ~ | Dark border: Automatic b
[Jeallapse table barder
Background
Calor: Aukarnatic b’
[use backaround picture
Set
DSE{:fs default for new tables
[a]4 l [ Cancel ] [ Apply

6. If desired, change the attributes of the cells (i.e. alignment, border color,
background color, background image, etc.). To do so, right-click within a
cell (or a group of selected cells) and select Cell Properties from the short-
cut menu. (See the illustration of the Cell Properties dialog box.) Make the
necessary changes and press the OK button.

% Horizontal and vertical alignments are used to position the content
within a cell. Right, left, center, and justify are options available
for horizontal alignment. Top, middle, baseline, and bottom are
options available for vertical alignment.

% Not all browsers support the baseline option for vertical alignment.
(This option aligns the content of the cell with the baseline of the
first line of text within that cell. However, if the cell contains
several lines of text and no images, then the baseline option is
equivalent to the top option. If the cell contains text and images,
then the baseline option is equivalent to the bottom option.)
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Cell Properties E|
Layouk
Horizonkal slignment: (BN v [ specify width:
Wertical alignment: Default w
Rows spanned: 1 - [ 5pecify height:
Columns spanned; 1 =5
[Header cel
|:| Mo wirap
Borders
Color: w Light border: Autamatic %
Dark border: Automakic W
Background
Calor: Aukomatic |
[[Juse backaround picture
Style. .. I Ok, ] [ Cancel ] [ Apply
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View HTML Tags
e HTML tags may be viewed in the Design View.
e However, not all HTML tags are displayed. (Example: If you insert a horizontal
line, you will see the line, but you will not see the <HR> tag.)

HTML Tag

. . . . v
ancmo Vision and Mission Statement ze oo

G VisionTEDA]

< »>The vision of the General Electric Foundation Computer Centerr is to provide high-cuality computing facilities and services
for faculty, students, and staff in order to support the teaching, research, and educational endeavors of the college. We aspire to
create a quality environment in which faculty, students, and staff may utilize our resources to the best of thew abilities. >

<h3yMission Ths>q

{p »The General Electric Foundation Computer Center's goal is to be regarded as a department which is comraitted to being
above the norm m service, knowledge, and equipment. In particular, our mission is to: 7)Y

* {1ipprovide knowledgeable and committed staffto service our customers /1Y

¢ (T1pprowide training and facilities that serve the needs of faculty, students, and staff 7139

* {1ipprovide the latest in computer technology for hardware, software, and campus networking 711
fuly

e Method:
1. Click on the Design page tab.
2. Select View/Reveal Tags from the menu.
% To turn these tags off, select View/Reveal Tags from the menu.

View All HTML Tags
e All HTML tags and text may be viewed and edited in the Code View.

HTML Tag

<html>

<head> 4

<meta http-equiv="Content-Language” content="en-us":

<meta http-equiv="Content-Type" content="text/htul; charset=vindows-1l252">
<title>Vision and Mission Statement</title>

</heads

<hody>

<hl><font color="#000080">Vision and Mission Statement</font></hl>
<hr>
<h3xVision< hix
<p>The wision of the General Electric Foundation Computer Centerr is to provide
high-quality computing facilities and serwices for faculty, students, and staff
in arder to support the teaching, research, and edusational endeawors of the
college. We aspire to create a mguality environment in which faculty, students,
and staff may utilize our resources to the best of their abilities. </p>
<h3>Mission </h3>
<p>The General Electric Foundation Computer Center's goal is to be regarded as a
department which iz committed to being above the norm in serwice, knowledge, and
equipment. In particular, our mission is to: </p»
<ulx
<lirprovide knowledgeshle snd committed staff to service our customers </1i%
<lirprovide training and facilities that serve the needs of faculty,
students, and staff </li>
<lirprovide the latest in computer technology for hardware, software, and
campus networking </1ix
</ul>

</body>

</htul>

CdDesign B spiit G Preview ‘
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e Method:
1.  Click on the Code page tab.
2. View or edit the web page from this view.
3. Toreturn to the Design View, click on the Design page tab.
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Preview Web Page within FrontPage
e An approximate rendering of the web page may be viewed in the Preview editor view.
The web page may look slightly different when viewed in a browser.

vision-mission.htm

Vision and Mission Statement

Vision

The wision of the General Electric Foundation Computer Centerr is to provide high-quality computing facilities and serwices for
faculty, students, and staff'in order to support the teaching, research, and educational endeavors of the college. We aspire to
create a quality environment in which faculty, students, and staff may wtilize our resources to the best of their abilities.
Mission

The General Electric Foundation Computer Center's goal is to be regarded as a department which is committed to being above
the norm in service, knowledge, and equipment. In particular, our mission is to

+ provide knowledgeable and committed staff to service our custemers
« provide tramning and facilities that serve the needs of faculty, students, and staff
« provide the latest in computer technology for hardware, software, and campus networking

&

DAoesign B split B Code |QPreview

e Method:
1. Click on the Preview page tab.
% The web page cannot be edited within this view.
2. Toreturn to the Design View, click on the Design page tab.

&, | Preview Web Page in Browser
e A web page may be previewed in the default browser or a browser of your choice.
e Method:
1. Click the Preview in Browser button.
% This displays the page in the default browser.
OR
From the menu, select File/Preview in Browser and then select the browser
which you would like to use to preview the page.
2. Toreturn to FrontPage, click on the minimized FrontPage icon (in the status
bar).
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	Main FrontPage Screen
	There are several different ways you may view your web pages
	These views include:  Page, Folders, Reports, Navigation, Hy
	A web page is normally created in Design View.
	This document will only discuss features and capabilities th
	Tool Bars
	Some of the commonly used short-cut buttons are shown below.
	Start and Exit FrontPage
	The instructions to start FrontPage apply to the PCs in the 
	Method to start FrontPage:
	Click the Start button.
	From the cascading menus select the following items:  �Progr
	Method to exit from FrontPage:
	Select File/Exit from the menu.
	Create a New (Normal) Page
	A new page, by default, is a single page with no frames or s
	Method:
	When you first start FrontPage, it will automatically open a
	The screen illustration on page 1 shows what the screen will
	Enter Text
	Typing text onto a web page is much like using a word proces
	Method:
	Click on the Design page tab.  (This is selected by default.
	Type the text in the white area of the Design View.
	The screen illustration on page 1 shows where to type the te
	Press the ENTER key to create a blank line.
	Press SHIFT-ENTER to create a smaller blank line.  This is c
	Enter Web Page Title
	Every web page needs a title.  This title is displayed in th
	The title is very important since this information is stored
	Method:
	Select File/Properties from the menu.
	Click on the General tab.
	In the Title box, type the title of your web page.  Click th
	Spell Check
	FrontPage automatically spell checks your document.  A wavy 
	Method to correct errors:
	Right-click on the misspelled word.  A window pops up with a
	Click on the word that has the correct spelling.  �     OR�I
	Set Page Color
	The background color of a page may be changed.
	Method:
	Select File/Properties from the menu.
	Click the Formatting tab.
	In the Colors section of the dialog box, click the drop-down
	Click on one of the 16 basic color selections.  Click the OK
	Set Default Text Color
	The default color of text on a web page may be changed.
	Method:
	Select File/Properties from the menu.
	Click the Formatting tab.
	In the Colors section of the dialog box, click the drop-down
	The dialog box looks the same as the one pictured above (for
	Click on one of the 16 basic color selections.  Click the OK
	Set Link Colors
	The text color for a hyperlink, a visited hyperlink, and an 
	Method:
	Select File/Properties from the menu.
	Click the Formatting tab.
	To change the hyperlink color…  In the Colors section of the
	Click on one of the 16 basic color selections.  Click the OK
	Save a Page
	A new or revised page must be saved.
	Method:
	Select File/Save from the menu.
	Click the Change Title button.  Type the title for the web p
	This title is the one that a browser uses to bookmark your p
	Save the file to the desired location.
	Navigate to the directory where you want to save the file.
	In the File Name box, type the name of the file.
	Don’t use spaces or special characters in the file name.
	Click the Save button.
	If prompted to save images (as shown in the illustration), y
	Change the image name to something meaningful (if necessary)
	Don’t use spaces or special characters in the image name.
	Change the folder location.  To do so, click on the Change F
	A good practice is to save the image to an images folder to 
	If the image is not in a .gif or .jpg format, then click the
	Click OK.
	Prompt to Save Images
	Close a Page
	The current page that is being viewed may be closed.
	Method:
	Select File/Close from the menu.
	Open a Page
	An existing page may be opened for editing.
	Method:
	Select File/Open from the menu.
	Navigate to the directory that contains the file you want to
	Double-click on the file name to open it.
	Apply Bold and Italic to Text
	Bold and italic formatting may be applied to text.  (Avoid u
	Method:
	Select the text you want to make bold or italic.
	Click the Bold or Italic button.
	Change Font and Font Size for Selected Text
	Text may be formatted with a different font and font size.
	Method:
	Select the text that you want to change the font or font siz
	Click the drop-down arrow next to the Font box and click on 
	Click the drop-down arrow next to the Font Size box and clic
	Note:  If you use a different font, be sure to specify one o
	Example for specifying alternative fonts:
	The following code…
	<P STYLE=”font-family:Impact,Tahoma,Courier”>Penn State   Be
	produces this result:
	Penn State Behrend    OR    Penn State Behrend    OR    Penn
	The words, Penn State Behrend, will be formatted with the Im
	There are other ways to specify fonts, such as using style s
	Change Text Color for Selected Text
	The color of text may be changed.
	Method:
	Select the text that you want to change the text color for.
	Click the drop-down arrow next to the Font Color button.
	Click the desired color.
	Change Paragraph Alignment
	Right, left, and center justification may be applied to para
	Method:
	Click in the paragraph that you wish to align.
	Click the Left, Right, or Center button.
	Apply Paragraph Styles
	Preformatted styles (for font size, boldfacing, etc.) may be
	The most commonly used styles are headings, bullets, and def
	The Normal style is the default style (usually Times New Rom
	There are short-cut buttons that may be used to format text 
	Examples of paragraph styles:
	Normal Style

	This text is formatted with the Normal Style.
	Heading Styles

	This text is formatted with the Heading 1 style.
	This text is formatted with the Heading 2 style.
	This text is formatted with the Heading 3 style.
	This text is formatted with the Heading 4 style.
	This text is formatted with the Heading 5 style.
	This text is formatted with the Heading 6 style.
	Formatted Style

	This text is formatted with the Formatted style.
	This style uses the <PRE> tag.
	Text is formatted with a monospaced font (i.e. each characte
	Generally, Courier is the default monospaced font for browse
	Text will not word wrap using the Formatted style.  You must
	This style allows you to use tabs or spaces to align text.
	Example:
	Fruits          Vegetables
	apples          tomatoes
	pears           corn
	grapes          beans
	- continued -
	Examples of paragraph styles (continued):
	Address Style

	This text is formatted with the Address style.  It formats t
	Numbered List Style

	This text is formatted with the Numbered List style.
	This text is formatted with the Numbered List style.
	This text is formatted with the Numbered List style.
	Bulleted List Style

	This text is formatted with the Bulleted List style.
	This text is formatted with the Bulleted List style.
	This text is formatted with the Bulleted List style.
	Definition List Style

	This text is formatted with the Defined Term style.
	This text is formatted with the Definition style.
	This text is formatted with the Definition style.
	This text is formatted with the Definition style.
	There are also two other styles:  the Directory List and Men
	Method:
	Click in the paragraph (or select a group of paragraphs) tha
	Click the drop-down arrow next to the Style box.
	Click the desired style.
	Create Bulleted Paragraphs
	Paragraphs may be formatted with regular or numeric bullets.
	Method:
	Click in the paragraph (or select a group of paragraphs) tha
	Click either the Numbering or the Bullets button.
	Bullets may also be removed from paragraphs.
	Method:
	Click in the paragraph (or select a group of paragraphs) tha
	Click either the Numbering or the Bullets button (depending 
	Create a Link
	A link can be created to a web page within your site, a spec
	A link that is created to go to a specific section within a 
	A link that is created to a person’s email address is discus
	Method to create a link to a web page within your site:
	Select the text for which you want to create a link.
	Select Insert/Hyperlink from the menu.
	If necessary, click the Existing File or Web Page button.  (
	Click the drop-down arrow next to the Look In box.  Navigate
	Double-click on the file name that you wish to link.
	Method to create a link to a web page at an external site:
	Select the text for which you want to create a link.
	Select Insert/Hyperlink from the menu.
	In the Address box, type the complete web address of the ext
	Refer to the diagram on the previous page for the location o
	Method to create a link to a resource (such as an image):
	Select the text or resource for which you want to create a l
	Select Insert/Hyperlink from the menu.
	If necessary, click the Existing File or Web Page button.  (
	Click on the drop-down arrow next to the Look In box.  Navig
	Double-click on the file name that you wish to link.
	Method to create a link to a new web page:
	Select the text for which you want to create a link.
	Select Insert/Hyperlink from the menu.
	Click the Create New Document button.
	In the Name of New Document box, type the file name for the 
	Indicate where this web page file is to be saved.  To do so,
	Click the OK button.
	Enter the information for this new web page and then save th
	To return to the previous web page, click on the file name t
	Create an Email Link
	A link can be created for an email address.  This allows a v
	Method:
	Select the text for which you want to create an email link.
	Select Insert/Hyperlink from the menu.
	Click the Email Address button.
	Refer to the above diagram for the location of the button.
	Type the complete email address for the person in the Email 
	The Email Address box now contains the prefix, mailto:, imme
	Click the OK button.
	Create Bookmarks (i.e. Anchors)
	A link can be created to go to a specific location within th
	A bookmark is easily recognizable in a web page address.  Th
	http://www.pserie.psu.edu/compcntr/seminars.htm#student
	When the cursor is placed over a link, the web address is di
	When you click on a link that has a bookmark, the browser wi
	Example of a web page that contains a bookmark:
	Creating a link to a bookmark is a two-step process.  First,
	Method to create a bookmark:
	Select the text for which you want to create a bookmark.  (T
	Select Insert/Bookmark from the menu.
	The text that you selected in step one appears in the Bookma
	It’s usually best to avoid using long bookmark names.
	It’s a good idea not to use spaces and special characters.
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