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| FrontPage Hints I

Switch Between Opened Web Pages
 If you have several web pages open in FrontPage, you can easily switch from one page to another.
* Method 1:

1. Opentwo or more web pages in FrontPage.

2. To switch between each of the opened pages, press CTRL-TAB.

* Method 2:
1. Opentwo or more web pages in FrontPage.
2. Select Window from the menu and click on the file that you want to view.

Insert Blank Line Above or Below an Existing Table
 If thefirst item on your web page is atable, you may find that at some later time that you need to insert a
blank line above the table. Or, you may have two consecutive tables and decide that you want to separate
them by a blank line.
e Method 1:
1. Toinsert ablank line abovethetable... Click beforethefirst character inthefirst cell of the table.
OR
Toinsert ablank line after thetable... Click after the last character in the last cell of the table.
2. PressCTRL-ENTER.

* Method 2:
1. Click onthe HTML tab to edit the code.
2. Toinsert ablank line before atable... Insert a<P> tag before the <TABLE> tag.
OR
Toinsert ablank line after atable... Insert a<P> tag after the </TABLE> tag.
3. Click on the Normal tab to return to the normal editing view.

Preview Web Page at Different Resolutions
e Thissimulates what the web page will look like with different monitor sizes.
» You should design your web page so that it can be viewed with any monitor size.
1. Select File/Preview in Browser from the menu.
2. Inthe Browser box, click on the desired browser that you wish to use to view the web page.
3. Inthe Windows Size box, click on the size of the window you wish to use for the preview. Click the
Preview button.
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Enable/Disable the Ability to Open Web Pages Created in Office
» Sometimes you may create a document by using one of the Office applications and then save it asaweb
page (using the extension of .htm or .html). Y ou can choose to open this web page in FrontPage or in the
Office application that originally created it.
1. Select Tools/Options from the FrontPage menu.
2. Click the Configure Editors tab.
3. To open the Office web page in FrontPage... Remove the checkmark from the box that is next to
Open web pages in the Office application that created them. Click OK.
OR
To open the Office web page in the Office application that originally created it... Insert acheckmark
in the box that is next to Open web pages in the Office application that created them. Click OK.
4. Open the web page. (Depending upon the choice you made above, the web page will either open in
FrontPage or in one of the Office applications.)

« If you configure FrontPage to open the Office-created web page in Office, you can temporarily override
this so that you can open such a document in FrontPage instead.
1. Select File/Open from the FrontPage menu.
2. Navigate to and double-click on the directory that contains the Office web page that you want to
open.
3. Right-mouse click on the Office web page that you want to open.
4. From the short-cut menu, click on Open in Microsoft FrontPage. Click OK.

Remove Formatting from Text that is Pasted from Word
» There areinstances when you copy and past text from a Word document into FrontPage. Sometimes you
may want to remove the formatting of the pasted text that has been placed in FrontPage. Note: Thistip
may not remove all formatting from the text.
1. Select the text for which you want to remove formatting.
2. Press CTRL-Spacebar.
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| FrontPage Hints I

Import Word Text without Inline Styles

» Microsoft has configured its Office 2000 products so that they support HTML. Asaresult, an enormous
amount of HTML code is generated (in the form of inline styles) to preserve the look of the Office
documents. Generaly, thistype of code is generated for aweb page that was originally created in an
Office application or when text is copied from a Word document and pasted it into FrontPage. If you use
HTML view in FrontPage, you will be able to see the bloated code of the pasted text or Office-created
web page.

» The example below illustrates the HTML code that is generated when copying formatted text from Word
and pasting it to FrontPage. It also showsthe HTML codethat is generated if the same text was typed
directly into FrontPage.

Sample Text

This paragraph has been formatted with the following characteristics. bold style,
Times New Roman font, and a font size of 12 points.

This paragraph has been formatted with the following characteristics: Times New Roman font and afont size
of 10 points.

Example of HTML Codewhen Sample Text is Pasted into FrontPage from Word

<P cl ass="MsoNor nal "><B st yl e="nso0- bi di - f ont - wei ght : nor mal " ><SPAN st yl e="f ont -
si ze: 12. Opt ; ns0- bi di -f ont - si ze: 10. Opt " >

Thi s paragraph has been formatted with the follow ng characteristics:

<SPAN st yl e="nms0- spacerun: yes">&nbsp; </ SPAN>

bold style, Times New Roman font, and a font size of 12 points. <o: p>

</ o: p>

</ SPAN></ B></ P>

<P cl ass="MsoNor mal "><B styl e="nmso0- bi di - f ont - wei ght : nor nal " ><SPAN st yl e="f ont -
si ze: 12. Opt ; ns0- bi di - f ont - si ze: 10. Opt " >&nbsp; <o: p>

</ o: p>

</ SPAN></ B></ P>

<P cl ass="MsoNor mal ">

Thi s paragraph has been formatted with the follow ng characteristics:

<SPAN st yl e="ns0- spacerun: yes">&nbsp; </ SPAN>

Ti mes New Roman font and a font size of 10 points. </ P>

Example of HTML Codewhen Sample Text is Typed Directly into FrontPage

<P><B>Thi s paragraph has been fornmatted with the follow ng

characteristics: &bsp; bold style, Tines New Roman font, and a font size of 12
poi nts. </ B></ P>

<P><FONT si ze="2">Thi s paragraph has been formatted with the foll ow ng
characteristics: &bsp; Tinmes New Roman font and a font size of 10

poi nts. </ FONT></ P>
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| FrontPage Hints I

» In someinstances, you may prefer not to have bloated code. If so, try thistip for Word documents.
However, you may need to reformat your text in FrontPage to achieve the desired results.

1. InWord, open a document.

2. Savethedocument as arich text file. To do so, select File/Save As from the menu. In the Save as
Type box, select: Rich Text Format (*.rtf). Inthe File Name box, type afile name. Click the Save
button.

Close the Word document.

In FrontPage, open a new document.

Open Windows NT Explorer.

In Windows NT Explorer, navigate to and double-click on the directory that contains the rich text
file. Click and drag therich text file to the opened screen in FrontPage.

Reformat the text as desired.

oA ®

~
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