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| FrontPage 2000: The Screen I

Main FrontPage Screen
e Thereare severa different ways you may view your web pages and their relationship to one another.
* Theseviewsinclude: 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).
* A web pageisnormally created in Page View (using the Normal or HTML editor view).

Thisdocument will only discuss features and capabilities that are available in the Page View.
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Tool Bars
¢ 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
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Start and Exit FrontPage
* Theinstructionsto start FrontPage apply to the PCsin the Computer Center labs.
(If you are using a non-lab PC, your menu configuration will be different.)
* Method to start FrontPage:
1.  Click the Start button.
2. From the cascading menus select the following items:
Programg/I nternet Programs/FrontPage 2000.
» Method to exit from FrontPage:
1. Select File/Exit from the menu.

[ - |Createa New (Normal) Page
* A new page, by default, is a single page with no frames or special formats.
e Method:

1. Whenyou 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/Page from the menu. The Normal Page icon is automatically
selected from the General category. Click the OK button.

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

Enter Text
» Typing text onto aweb page is much like using aword processor.
* Method:

1.  Click onthe Normal pagetab. (Thisis selected by default.)
2. Typethetext in the white area of the Normal Editor View.

% The screenillustration on page 1 shows where to type the text.

% Pressthe ENTER key to create a blank line.

% Press SHIFT-ENTER to create asmaller blank line. Thisiscalled
alinebreak. (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 previousline.)
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Enter Web Page Title

Every web page needs atitle. Thistitleisdisplayed in the browser’ stitle bar.

li Web Page Title

Laak Whid's M

¥ fum

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

Spell Check

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

Misspelled Word
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Method to correct errors:
1.  Right-click on the misspelled word. A window pops up with alist 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.
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Set Page Color
» The background color of apage may be changed.
* Method:

1. Select File/Properties from the menu.
2. Click the Background tab.
3. Inthe Colors section of the dialog box, click the drop-down arrow next to

the Background box.
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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 Default Text Color
» Thedefault color of text on aweb page may be changed.
* Method:
1.  Sdect File/Properties from the menu.
2. Click the Background 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.
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Set Link Colors
» Thetext color for ahyperlink, avisited hyperlink, and an active hyperlink may be
changed.
* Method:

1.  Sdect File/Properties from the menu.
2. Click the Background tab.
3. Tochangethe hyperlink color... Inthe Colors section of the dialog box,
click the drop-down arrow next to the Hyperlink box.
OR
To change the visited hyperlink color... Inthe Colors section of the dialog
box, click the drop-down arrow next to the Visited Hyperlink box.
OR
To change the active hyperlink color... Inthe Colors section of the dialog
box, click the drop-down arrow next to the Active Hyperlink box.
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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 | SaveaPage
* A new or revised page must be saved.
* Method:
1.  Select File/Save from the menu.
a. Navigate to the directory where you want to save thefile.
b. Inthe File Name box, type the name of thefile.
c. Click the Save button.
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Close a Page
* The current page that is being viewed may be closed.
e Method:
1.  Sdect File/Close from the menu.

= - | Open a Page
* Anexisting 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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Fi

u

Apply Bold and Italic to Text

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

Method:

1. Select thetext you want to make bold or italic.

2. Click the Bold or Italic button.

Change Font and Font Size for Selected T ext

Text may be formatted with a different font and font size.
Method:
1.  Sedlect thetext 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.
Note: If you use adifferent font, be sure to specify one or more alternative fonts.
Use Times New Roman or Courier as one of your alternative fonts (since these are
standard fonts on both Macintosh and IBM/compatible PCs). Inthisway, if auser
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.
Example for specifying alternative fonts:

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

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

The words, Penn State Behrend, will be formatted with the Impact font if the user
has this font installed on their computer. However, if auser’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.

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

Change Text Color for Selected Text

The color of text may be changed.

Method:
1.  Select thetext 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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Change Par agraph Alignment
* Right, left, and center justification may be applied to paragraphs.
* Method:
1.  Clickin the paragraph that you wish to align.
2. Click the Left, Right, or Center button.

MNormal - Applv Paragraph Styles

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 styleisthe 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.)

e Examples of paragraph styles:

Normal Style

Thistext is formatted with the Normal Style.

Heading Styles

Thistext isformatted with the Heading 1 style.

Thistext isformatted with the Heading 2 style.

Thistext isformatted with the Heading 3 style.

Thistext isformatted with the Heading 4 style.

Thistext isformatted with the Heading 5 style.
Thistext isformatted with the Heading 6 style.

Formatted Style

This text is formatted with the Formatted styl e.
This style uses the <PRE> tag.

Text is formatted with a nonospaced font (i.e. each
character takes up the sane anount of space).
General 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 | i ne.

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

Exanpl e:

Fruits Veget abl es
appl es t omat oes
pears corn

gr apes beans

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

Address Style

Thistext is formatted with the Address style. It formatstext asitalic. It is often
used to format a web author’s email address.

Numbered List Style

1. Thistext isformatted with the Numbered List style.
2. Thistext isformatted with the Numbered List style.
3. Thistext isformatted with the Numbered List style.

Bulleted List Style

e Thistext isformatted with the Bulleted List style.
e Thistext isformatted with the Bulleted List style.
e Thistext isformatted with the Bulleted List style.

Definition List Style

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

There are aso two other styles: the Directory List and Menu List styles.
Browsers that recognize these styles will display the text with a specia bullet
format. However, these stylesdon’t work in all browsers. Browsers that don’t
recognize these two styles will display the text asif they were formatted as
bulleted lists.
Method:

1.  Clickinthe 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= i= | Create Bulleted Paragraphs
o Paragraphs may be formatted with regular or numeric bullets.
* Method:

1.  Clickinthe 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. Clickinthe paragraph (or select agroup 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

* A link can be created to a web page within your site, a specific section within a
web page, aweb 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.).

* Alinkthat is created to go to a specific section within aweb pageiscalled a
bookmark or anchor. Thisisdiscussed in alater section.

* Alinkthat is created to aperson’s email addressis discussed in alater section.

* Method to create alink to aweb page within your site:
1.  Sedlect thetext for which you want to create alink.
2. Select Insert/Hyperlink from the menu.
3. ClicktheMakeaHyperlink toaFileon Your Computer button.
% Refer to the diagram below for the location of the button.
4.  Click onthe 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.

0 =

Make a Hyperlink to a File
on Your Computer Button

3 0 4] 4 =
A

A— T ]

Leeod | e Drera I

Web addressgoeshere Use Your Web Browser to
Select a Page or File Button
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* Method to create alink to aweb page at an external site:
1. Sedlect thetext for which you want to create alink.
2. Select Insert/Hyperlink from the menu.
3.  Inthe URL box, type the web address of the external site after the http:// and
then press the OK' button.
OR
Click the Use Your Web Browser to Select a Page or File 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 URL box. Pressthe OK
button.
% Refer to the diagram on the previous page for the location of the
button.

* Method to create alink to aresource (such as an image):
1. Select thetext or resource for which you want to create alink.
2. Select Insert/Hyperlink from the menu.
3. ClicktheMakeaHyperlink toaFileon Your Computer button.
% Refer to the diagram on the previous page for the location of the
button.
4.  Click onthe drop-down arrow next to the Look In box. Navigate to and
select the proper drive and directory that contains the resource.
5. Double-click on the file name that you wish to link.

* Method to create alink to a new web page:
1. Select thetext for which you want to create alink.
2. Select Insert/Hyperlink from the menu.
3.  Click the Create a Page and Link to the New Page button.
% Refer to the diagram below for the location of the button.

Createa Page and Link
to the New Page Button

3 & | | of

—

-] | Farraws Gnia I
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oo

At the New diaog box, click on the General tab and then click on theicon
for Normal Page. Click the OK button.

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

To return to the previous web page... Select Window from the menu and
then click on the name of the previous page.

@ | Createan Email Link

* Alink can be created for an email address. This allows avisitor to send email to
the specified person.

Link

Hem] wrmil L'm
T T 1] =i

towcis | 3 solFs

by ) g ey i e ok o

o | e |

J 0| & 2 of
u “-\.I L -I L=t e m FM‘ e

Email address goes here Make a Hyperlink that
Sends Email Button

* Method:
1. Select thetext for which you want to create an email link.
2. Select Insert/Hyperlink from the menu.
3. Clickthe Make a Hyperlink that Sends Email button.
% Refer to the above diagram for the location of the button.
4.  Type the complete email address for the person in the dialog box. Click the
OK button.
% The URL box now contains the prefix, mailto:, immediately
followed by the email address.
5. Click the OK button.
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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.
A bookmark is easily recognizable in aweb page address. That is because a pound
sign (i.e. #) always precedes the name of the bookmark. For example:

http://www.pserie.psu.edu/compentr/labs.htm#Overview

When the cursor is placed over alink, the web addressis displayed in the
browser’s status bar.

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

Example of aweb page that contains a bookmark:
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s 5 ) Ca : 4— Thislink has a bookmark.

& Pein Slabe-Lalveisiy Fairk '('-lli';l.llu.rl!l

Thisisthelocation

Fenn State-Behrend Computer Consultants €——— ¢ +ha bookmark
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studunt compuier corsulE disinbwies sad collecis sofwars digketins, docsmanintion, sad sceesserieg which are signed
ol by s

Users mary coniact the on-duty compuier cosulsms by phone io recetve belp. The phore mmber for e comilemis in
the Coampaer Temers e Bl (HLIS ) e B8 -64 1Y ol the phene b 1o e comsibiaml @ Lisrary Lab s
ADE-ENED. [ the Comsulinid is mor abile s el vou @ o particolor ared, coolar e appropirsDe cotnpaaler slall metaber D
Hirtlwr asirdince.

Fenn State-LUniversity Park Computler Consultanis
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When the cursor isplaced over alink,
theweb addressisdisplayed in the
browser’s status bar.
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e Creating alink to abookmark is atwo-step process. First, create the bookmark.
Second, create alink to the bookmark.
* Method to create a bookmark:
1.  Sedlect thetext for which you want to create abookmark. (Thisisthe section
of the web page where you want the link to go to.)
2. Select Insert/Bookmark from the menu.
3 The text that you selected in step one appears in the Bookmark Name box.
Y ou may use this name or type in adifferent name.
% 1t'susually best to avoid using long bookmark names and special
characters.
4.  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.)
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Method to create alink to a bookmark (within the same web page):

1
2.
3.

SRR

Select the text for which you want to create alink.

Select | nsert/Hyperlink from the menu.

In the Optional section of the dialog box, click the drop-down arrow next to
Bookmark box.

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

Click the OK button.

Link
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Method to create alink to a bookmark (that isin aanother web page):

1
2.

A

00 N

Open thefile that has the bookmark you want to link to.

Return to the file where you want to create the link (i.e. the one in which
you are currently creating or revising) ... Select the text for which you want
to create alink.

Select | nsert/Hyperlink from the menu.

Click the Make a Hyperlink to a File on Y our Computer button.

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

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

Select | nsert/Hyperlink from the menu.

In the Optional section of the dialog box, click the drop-down arrow next to
Bookmark box.

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

Click the OK button.
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|nsert | mages
* Images may be inserted within a page or table.
» A collection of images are included as part of Microsoft Office and FrontPage.
* Method to insert images from Microsoft’s collection:

1

2.
3.
4
5

Click in the paragraph or table cell where you want to insert the image.
Select I nsert/Picture/Clip Art from the menu.

Click on the Pictures tab.

Click on the desired category of images.

To preview animage... Click onanimage. From the pop-up menu, click
the Preview Clip button. When done, click the Close button for the
preview window.

Toinsert animage... Click onanimage. From the pop-up menu, click on
the Insert Clip button.

% Other 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.

B Clip An Gallery

e -

Tlimponcips  ICips Oniee & Help

Sgarch far clips: |T'_-.-pn ana or mare words ﬂ Iy &
2| Ficwes | Jia Sounds | Motion Clips |

Chps 1 - B0 in Academic Insert Clip Button

.

"~ Preview Clip Button

[T = [ = =
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'

* Method to insert images from another source:
1. Clickin 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 and
select the proper drive and directory that contains the image.
4.  Double-click on the file name for the image you wish to insert.

% 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.

Insert Horizontal Rule

* A line may beinserted within aweb page.

Horizontal Rule

_———

e
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* 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.
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| nsert Background Image
* Animage may be used for the background of aweb page. A background imageis
tiled (i.e. repeated across and down the entire page).

Tiled Image
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* Method:

1.  Sdect File/Properties from the menu.

2. Click the Background tab.

3. Inthe Formatting 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

Tables are often used to align information in rows and columns.
Table cells can contain items such as text, images, forms, background images,
nested tables, etc.
Generaly, table dimensions should be specified in percentage.
Method:

1.  Click in the paragraph where you want to insert atable.

2. Clickthelnsert Table button.

% A table grid now appears immediately below this button.

Table Button ———» |

Table Grid

3. Dragthe 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. Make the necessary changes and press
the OK button.

% Céll padding refers to the margins within cells. Cell spacing refers
to the space between cells.
% Toremove the borders from atable, change the border size to zero.
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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 agroup of selected cells) and select Cell Properties from the short-
cut menu. Make the necessary changes and press the OK' button.

% Horizontal and vertical alignments are used to position the content
within acell. 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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View HTML Tags

* HTML tags may be viewed in the Normal Editor View.

* 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
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* Method:
1.  Click onthe Normal 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 HTML Editor View.

HTML Tag
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* Method:
1. Clickonthe HTML page tab.
2. View or edit the web page from this view.
3. Toreturn to the Normal Editor View, click on the Nor mal page tab.
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Preview Web Page within FrontPage
* 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.
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* Method:
1.  Click onthe Preview page tab.
% The web page cannot be edited within this view.
2. Toreturn to the Normal Editor View, click on the Normal page tab.

& | Preview Web Pagein Browser
* A web page may be previewed in the default browser or a browser of your choice.
* Method:
1.  Click the Preview in Browser button.
% Thisdisplays the page in the default browser.
OR
Select File/Preview in Browser from the menu. In the Browser section of the
dialog box, double-click on the name of the browser you wish to use for the
preview.
2. Toreturn to FrontPage, click on the minimized FrontPage icon (in the status
bar).
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