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Building a Web Site

When you have completed this learning module you will have seen how to:

Create a New Web Site

Create a Web Site with a Wizard
Create a Web Site using a Template
Use the Web Location Options area
Choose Web Hosting Service Providers
Choose ISP Service Providers

Use a Personal Web Server

Create a new Page using a Template
Check Spelling

Check Hyperlinks

Set Tasks

Set Permissions

Using a Wizard or Template

Creating a New Web Site

When a web page is created onto a Web server, it is accessible to
external viewers, via the Internet or an Intranet.

The computer that the page is created on must have the Hypertext
Transfer Protocol (HTTP) server software installed on it.

This allows you to create and edit documents on the web from any location,
and will remove the steps of having to download, edit, and then upload the
page every time.

On the other hand, when a web page is created directly onto a local hard
disk or network drive, it can be published at a later point by using the
Publish Web feature.

Note: This procedure will not allow/you to test certain features.

This is a very good way to create a web page fora first time user.

When a webrsite is created) the'location of the files for the web that are
saved must be specified, either to a local hard disk, network drive, or a
WEDb server.

If saving to a Web server, this will be a web site address that viewers can
enter into their browsers to view the page.

If saving to a local web for testing, and only if Web server software like
Microsoft PWS is running on the computer, specify the server address as
http://localhost or http://127.0.0.1. The web site will be functional
immediately when web creation begins.
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e If saving to a local web other than Microsoft PWS, the FrontPage Server
Extensions will have to be installed on the computer being used for the web
site creation.

e If saving to a Web hosting service, the service will provide the server
address that the web will be designed on. Most hosting services will provide
the FrontPage server extensions with the hosting package.

e If using a Web server not supported by FrontPage server extensions, or
saving to a hard disk, the web pages can be exported to the Web server
with the Publish feature.

Creating a Web Site with aWizard

e From the main menu, choose File > New > Page or Web to open the New
Page or Web panel:

4 o New Page or Web * X
Open a page %

Index
Favarikes
Lirks
Inkro
EF: More pages. ..
New
[ Elank Page
Empty Web

Mew from existing page
Ej Choose page. ..

New from template
Cne-calumn Body with Twa Sidebe
Personal Web

Page Templates. ..
web Site Templates. ..,
@ Termplates an Microsoft, com

[ add web Folder...
@ Micrasaft FrontPage Help
[w] Showe at startup

t Web Temp S to o he Te lates dial
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Web Site Templates HE
web Sikes |
5] &@,8 & [=
One Page C be Customer Database Options
§  Support Web  Inberfa... Spacify the location of the new web:

EE I | @ I [ty Documertsity websimywet: ¥ |
Discussion Empty \Web  Import Web  Personal Weh Erowse. .. I

Web Wizard wizard
o e = [~ Add te current Weh

m I @ I |Secire eonmection reaisned K550

b Sh Description
Froject \Web  SharePaint-...
Team web .., Create a professional Internet

presence for your organization,

[k ] cot |

There are four web site Wizards available to use:
e The Corporate Presence Wizard.

e The Discussion Web Wizard.

e The Database Interface Wizard

e The Import Web Wizard.

e The Corporate Presence Wizard allows you to create a full web site,
generally for a smaller company:

Web Site Templates

Web Sites |

[
Lg
_—

One Page Corpor ate
Web BSEMCE =

Cancel < Bank Finizh
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This wizard moves through a series of steps which include:

e Selecting what appears on the opening web site page.
e Choosing the contact information.
e Selecting a theme for the site from an existing list:

" Corporate Presence Web Wizard

You can zelect a theme to coordinate the graphics,
colorg, and fonts uged in your web.

Fress the button below to bring up a dialog that letz wou
zelect from a ligt of available themes, If you don't
chooge a theme now, vou can still apply one later ta
the pages generated by the wizard,

[NENEEEEERERNEREERNNEER

Cancel | < Back I Hest » I Finizh |

Apply Theme bo: Sample of Therme:
 allpages =
5 loneter ey

H Banner

Postmadern B

| | | |

Heading 1 Style

® Eullet
¥ ivid colors ® Bullet 2
™ Active graphics ® Bullet3
I~ Background picture .
I~ Apely using €55 Heading 2 Style -
| | o

ok | caedl |

o' Once all stepsiare compléted, the final wizard'willvallow you to launch'the
Tasks view in a new window for the newly created web Site, allowing you to
view the total pages to be edited:
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orporate Presence Web Wizard E

Those are all the anzwers the wizard needs to create
your Corporate Presence webl

You can finizh cuztomizing the web pages after they

are uploaded to the server. The wizard will add some
tazks to the Tazks View to help pou remember to edit
therm,

¥ Show T asks Yiew after web is uploaded

Cancel < Back | HErt> | Firizh l

0 M.. High Home 2i20f02 1:2... rapl ganaric kext with something ...
| @ Not Started  Custornize News Page .. Hegh ABC Inc, News Page 220002 1:2,., add your own public relations text
| @ hot Started  Customize Products ... .. High ABC Inc, Products Page  2/20{02 1:2... create data shests for yvour own pro..,

i L Jriot Started  Customize Home Pags 1
M
M
| @ Not Started  Customize Services P... M. High ABC Inc, Services Page 2020002 1:2...  describe your service offerings
1]
M
M

| @ Not Started  Customize Feedback .. « Medum  ABC Inc, FeedbackPage  2/20/02 1:2...  adijust input areas in the form
| @ Not Started  Customize TOC Page .. Medium  ABC Inc, Table of Cont... 2/20/02 1:2... describe sections in more detal
@ not Started  Custormize Search Page « Medium  ABC Inc, Search Page 2fz0f02 1:2.., explsn how to ssarch For commanik,..

e Double click on a task to open the Task Details dialog box:

Tasks

L Jhict Start ~ Custo
4 Mat Started k Cuskomize Mews Page

ze Home Page

Task Details [ 2]
Priority
' High

" Medium
" Low

Task name: |Customize Harne Page

Assigned to; I j

d with:

Compl

replace generid kext with something mare specific ko your companty|

Start Task | oK I Cancel |

e Click the Start Task button to open the page for editing:
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Skark Task4 (0] 4 I
|
r‘“

e hten *®

Company Lego comment - reptace with your logo image 1

v ek corgre: seigeh
&) Home |
JEdil tha properies for this ink bar lo display hyperinks hars]
Conmment YWite an infroductany paragraph for your home page here. This i
frant door to your kome on the it visitors bo step in and have a ko
Our Mission
mm Aftite one or two short sentences that describe wour company's ¢
i & s, Something like, To becormsa the lkading provider of —
| o

e The Discussion Web Wizard allows you to create an area for viewers to
engage in a forum on various topics:

Web Site Templates

Weh Sites |

e .
3]
=|‘l

one Page C
Web Pr

Dizcuszion Web Wizard

This vazard helps pou create a discussion forum about &
topic of your choice. It constructs a web of inter-linked

pages in which usess can compose new anticles and find
exsting ones.

“You vl be asked a senes of questions sbout how you
wiant the decussion o be presented and accassed Your
arewers to these questions will deteming the kind of

discuszsion web the wizard creatss for you,

This wizard moves through a series steps which include:

e Selecting the theme for the web pages.
¢ Choosing how information is listed.
¢ Using frames within the documents:
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" Discussion Web Wizard

The discussion web documents can be configured for uze

with browsers supporting frames. In a framed discuszion,
I:I uzers can see the Table of Contents and the articles at the
Fame time.

Mat all browsers support frames. If pou select one of the
firzt bwo options, the discuzssion web will work with any
browszer. The lagt bwo options are only for browsers with
frames.

Frame Options

™ Mo frames

¢ Dual interface - use frames if available,
or normal pages if not

&' Contents above cument article

" Contents beside cunent article

Cancel | < Back I ﬂext)[] Finish |

e Once done, click the Finish button, and the discussion page will open in a
new window, allowing you to begin editing:

[indexhtm \ x
= = = [+ |
Discussion I [ | IR |

CONTENTS

Forrm

o The Database Interface Wizard allows you to connect to an outside
database so viewers of the Web site can do searches that are answered from

the,database;

Note: This Wizard needs the FrontPage server extensions installed in
order to work:
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|
D atabase Interface Wizard E

This wizard will connect vour web site to a database,
‘ehat would you like to do?

¥ iCreate anew Access database within your web

£ (5 an existing Habaase, CanmEEHE
|

£ Use a sample database connection (Northwind)

Cancel | = Bach: I Mexk = ﬂ\ Finish |

This wizard moves through a series steps which include:

¢ Setting the database name.
e Selecting the main fields to be created.
e Setting which pages to create:

D atabase Interface Wizard H

The wizard will create database columng and submizzion
for input fields based on the following list. Edit the list or
click Mext to accept and continue.

Edit column and form field tppe list:

Column Type

Choice Integer Option Button

Add Fodify Delete

Cancel | < Back I Texk = [_\] Einish |

¢ Once the database wizard is done, click Finish and the database will open in
a new window, showing the database index page, and any other pages
selected to be created:

A form that wall insert its results into your database.
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/results_page.asp. ¥ submisson_formasp ' index.him "|
lResults Page :
[Key |Na.me Address |Chnice

This is the start of a Database Fesults region. The page must be fetched from a web server
with a web browser to display correctly, the current web is stored on yeur local disk or
networke

[«Kcy» |<«Name» cchddress> <<Choices>

|This 1s the end of a Database Results region,

| |( < » )l [1[{5]

/ results_page asp y b _larm.u&‘( inde:x . hkm \ x
SmeiSSionFo RdtSPEISmeﬂonPom
Na.me

I

;Adllmxs

5 =

_ |

éChnril:e

r' Option 1 =
Btiormal| EIHTML Qipresiew ]ﬂ j

e The last wizard is the Import Web Wizard. It allows you to create a web
site containing documents from a local directory or an outside system:

" Import Web Wizard - Choose Source

The Impaort Web Wizard helps vou create a new Web from
existing files on & computer or from an existing web site,

Whete do you want ko impart From?

ectory of Files o

Cancel |

¢ Once a source has been selected, click the Next button to open the next
wizard window:
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Import Web Wizard - Edit File List

The list below shows all the files that will be placed in the
web, If you want to exdude some Files, select them and
press the Exclude button. To get a fresh file list, press the
Refresh buttan.

Files: 4 Excliide | Refresh |

Welcame, hkm
Inkro.hkm
Links. bk
Favorites.htm

< Back I Mext = hl Cancel |

Select which files to remove from the import, and click the Next button to
open the last wizard window:

" Import Web Wizard - Finish

Congratulations! Those are all the answers the wizard
needs ko import your web content. Press the Finish button
to start adding the files to vour web, or press Back to
change some options,

e Click the Finish button, and a new window will open.

o_Click the Foldeks button,n the Views, panelthis will open to show theweb
files that were imported to the new web site being created:

FoldiE i Conkel [ Documentst iy iieh s my .
=8 €My Document: | Name m :;'T pe Modified Date
@ _private
{:I images [_:Iimages
Favorites.htm Mew Page 2 1KE  htm 2/20)02 5:23
Mew Page 1 1KE  htm o ) e
Mew Page 2 1KE  htm 2fz0/02 2223
Falders Mew Page 1 1KE  hikm 2/z0f02 5123
P s

Creating a Web Site using a Template

e From the main menu, choose File > New > Page or Web to open the New
Page or Web task pane.
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e Select Web Site Templates to open the Web Site Templates dialog box:

'Web Site Templates

i Sices |

'lte@@@ =

Curporabe Custamer Database Options —————————
Presan., Support Web  Inkerfa.., Specify the location af the new wab:
@ @ @ @ r::ll"'ly Documentsiity \#bhs‘l,nwwuhl:l
Discussion  Empty Web  Tmport Web  Personal Web Browse...
Web Wizard Wizard —I

I~ Add to current Web

g g ™ | Secure connwction reqted (G515

Project Web  SharePaint-... .
Team Web ... wammmamm

o ] _cona |

e The One Page Web template allows you to create an empty home page,
that will open in a new window:

Web Site Templates

Web Sites |

Zal
Pre
[}
Folder List ||| contents of ‘Caipty Dacumentsiy websimyweb7 |
=123 C:\My Document: | Name Title Size e Modified Date
[Z] _private [ ]
21 images [Jimages
index.hem indese. Hem 1KE  htm 2/20/02 5:35

uppor eb tem
witho ving t

o create a full c
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: Caontents of "C:\My Documentsiiy Websimywebs' |
Name [ Tite | Size | Type | Modified Date

e | _prrivate
j images

icatalog. htm Catalog 2120{02 5:37]
@contact hem Contact Us 9KE  htm 220002 5:37
Qﬁcusuaﬂr.htm Included Artice Footer For... IKE  htm 2f20f02 5:37
;Elcusuahdr.htm Incleded Artide Header fo... 2KB  htm 2f20{02 5:37
@cusw:frm.htm Custammer Support Diseuss. .. 2KB  hkm 2j20f02 5:37
@cusufont.htm Included Footer for Custa... 1KE  htm 2fz0f02 5:37
gcusuhead. hem Included Header For Cust,., IKE htm Zf20f0z 5:37
Etusupost.htm Customer Support Discuss... 3B htm 2§2002 5:37
B:Icl.lsusrch.htrn Customer Support Discuss... KB hkm 2f20/02 5:37
?cusutoc.h{m Customer Support Discuss... 2KB  hkm Zf20f0z 5:37
¥ discuss.htm Customer Support == Discu., . 8KB  htm 2f20f02 5:37
@ Faq, hem Fad 15KE  htm 2f20{02 5:37
Efcedback htm  Sugoestions from Customers 2ZKB  hkm 2f20/02 5:37
1] indbenc. bem Customer Support WWeb 14KkE  htm 2f20f0z 5:37
?Droducts.htm Products SKE  hkm Z[20/0z 5:37
] search.htm Search 9B hkm 2f20/02 5:37
@service. hitrn Customer Support -- Bugs 13KE  htm 2f20f02 5:37
Esuggest.htm Sugoestions SKE  hkm Zj20/0z 5:37
@what‘snew.htm What's Neaw 14KkB  htm 2f20f02 5:37

| I i3

¢ Simply double click on a page to open and edit.

e The Empty Web template allows you to create exactly that, a web site with
no content atall. It will only create a directory that all pages, once created,
are stored in:

Folder List | Contents of "C:\My Documents| My Websimyweb 12! |
E-45 Ay Document: | Mame | Tikle | Size | Type | Modified Date
{:l _private

L] images images %

o The Personal Web template allows you to create a full personal web site,
without having to use a wizard:

Falder List | Contents of 'C:\My Documentsity Websimyweb10' |
51423 C:\My Document: | Mame | Title: | Size | Tvpe | Modified Date
w20 _private

.27 images Cdimages

&7 photogallery | C1 photagallery

Abaout Me kB  htm 2[20i02 5:39
Fauvarites % 12KE  hEm 2/20002 5:39
Feedback. 11KE  htm 2/20002 5:39
Welcame to my Web site 16KE  HEm 2/20i02 5:39
Interests 14KE  Htm 2/20002 5:39
Phot o 'Gallery 12KB  hkm 2/20002 5:39

¢ Simply double click on a page to open and edit.

e The Project Web template allows you to create a way for multiple members
of a team to touch base.

¢ All information that is being created by each individual of the team for a
project, can be stored here as well:
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Conbents of 'C:\My DooumentsiMy Websimyweb11" | |
Name Tle See| T Modfied Date

-W
(images
B8 archive bitm  Archive 146B  hkm 2/20/02 5:40 PM
E]cortm:t.ﬁ:m Contact Us 7B htm 2120002 5:40 PM
E‘Idiscuss.htm Discussions &E htm 2[20/02 5:40 PM
] indexe.him Homne 1KE  him 2{20/02 5:40 PM
kbaftr htm Included Article Footer For... HE hbm 22002 5:40 PM
E’lkbal'd’.htm Included Article Header fo... FE htm 2J20/02 5:40 PM
E'lkhcfrm.hrm Knowledge Base Confirma. .. HE bt 2J20/02Z 5:40 PM
E]kaoot.N.m Included Focker Far Knowl, . B hem 2/20/02 5:40 PM
E]kﬂ‘rw.htm Included Header for Know. . B htm 2[20/02 5:40 PM
B8] ibpost him Knowledge Base Submissi... KB him 2/20{02 5:40 PM
E]lrbsrch.htm Knowladge Base Search F... 4B him 2/20/02 5:40 PM
kbtoc.hbm Knowledge Base TOC HE htm 220002 5:40 PM
members.bbm Members 1SKE bk 220002 5:40 PM
reqdaftr. htm Included Article Footer For.., XE htm 2120002 5:40 PM
E'lreqda"d'.htm Included Article Header Fo... FE htm 2[20/02 5:40 PM
B)reqdefm it Requirements Discussion .., #B b 2[20/02 5:40 PM
E]r»wfoot Fem Included Fooker For Requi... B hm 2j20/0z 5:40 PM
BB)reqdhesdhitm  Included Header For Requi... HE htm 2/20/02 5:40 PM
E]laxbost.}'\tm Requirements Discussion ... 4B htm 2120002 5:40 PM
E]rﬂ:ldsrch Whem Requirements Discussion ... 4KE  hkm 2J20/02 5:40 PM
reqdtoc.hbm Requirements Discussion ... 4B htm 220002 5:40 PM
schedule Hem Schedule 11KE bk 22002 5:40 PM
zzarch.him Search TE him 2j20002 5:40 PM
4 | 3|

The main use for this template is for an Intranet.

The SharePoint-based Team Web Site template allows you to create a
more intense collaborative site that has a shared document area, contact and
task lists, calendar, and more.

This template can only be created on a server that has SharePoint (Office
Web) server extensions installed. Otherwise, a warning dialog box will open:

Microsoft FrontPage

This web site musk be created on a server that is running
SharePoink Team Services from Microsoft, Please choose

2 another location,

If wou dao not have a Web hosting service, find one that
supports FrontPage by using the web Presence Provider
search page.

Click here to learn maore,

Welnk ocatiomOptioms, B I B P

Usingithe Web_Location [Optionsiarea

The Web/Site Templates dialog box allows you to select the appropriate
lecation that the new site will'lbe hosted from.

From the main menu, choose File = New > Page or Web to open the New
Page or Web task pane.

Select Web Site Templates to open the Web Site Templates dialog box.

In the Options area, select the directory to where the new web site will be
stored:
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Options
Specify the location of the new web:

1My Documentsify Websimwebl i

g
Browse, ., |

[T &dd to current Web

I Secire connection required(EEl)

Typically, FrontPage will automatically offer a storage directory, a name for
the new web site, as well as a home page called index.htm within the root
index of the newly created web site.

If the Add to current Web checkbox is selected, the newly created web site,
along with its new home page index.htm, will be added to the currently
open site.

If the new site also has a home page named index.htm, one of the pages
will be deleted, so it is best to leave the Add to current Web checkbox
unselected as to not lose any information.

Choosing Web Hosting Service Providers

There are a variety of web hosting providers, and with that, they need to
be compared to know which will provide the needed requirements on a per-
user basis.

Pricing - Look at this closely, as some plans can include site design, high-
speed connection and more.

Disk Space - The Disk space tells you how much space you will need with
all pages and any multimedia files contained in the web site. To get a better
idea of how much space will be required, create a disk-based web site closely
matched to what the final product will be. The space taken on the disk will
tell you the space you will need from the provider.

Connection Speed — This can be quite different between providers, but the
best to use are T-1 and T-3. Keep in mind that the speed offered is from the
hosting provider, to the Internet, not from the computer that the web site'was
created on to the hosting provider/

Traffic - Watch the traffic that the new web'site receives. If more traffic
occurs than originally specified to the web hosting provider, extra charges will

apply.

FrontPage Server Extensions - Make sure that the web hosting provider
will include the FrontPage server extensions, and not charge separately
for them, as well as have the most up-to-date version of the extensions.

Domain Name Hosting - Some service providers can provide better pricing
on domain names, rather than going through the older web name registries.

Email Accounts/Mailing Lists — Look into how many email accounts are
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provided with the hosting, most will include at least 1 account, depending on
the disk space being taken by the site.

FTP - The Publish feature in FrontPage is what is used to upload the web
page file onto the Internet, so confirm that at least one FTP account is
included from the hosting provider.

Server Security - This is an important feature to have if the new site
requires portions to be placed within a secure server for transmitting any
data. Confirm that the provider can offer this.

E-commerce - If creating a web site offering products for online purchasing,
hosting providers will typically have this capability, but for a higher package
price. The hosting provider can also aid in creating a merchant account, for
accepting credit cards online.

CGI - CGI (Common Gateway Interface) is the main scripting technology
behind web programming. If the hosting provider is on Unix servers, it can
provide a CGI script directory, but if it is on NT servers, they might not be
available.

Access and SQL - The hosting provider must be able to support database
serving if the web site is database-driven. Most providers will provide for
both Access and SQL databases, but it is important to check.

Statistics - Most hosting providers can provide information on the number of
times the site is viewed, who is viewing the site, and the click rate on any
banners ads or downloads on the site. If budgeting and marketing
campaigns will be based from the web site, make sure that the correct
information and reports can be tracked and reported on.

Backups - It is very important to make sure that the hosting provider being
used is backing up web sites on a regular basis. This will cut down on any
frustration for the viewer if information is not updated on time. Ifis also
good for keeping accurate information captures for reports.

Choosing an ISP

An ISP (Internet Service | Provider) is mainly concerned with the user. that
Is‘eonnected_ to_the\lnternet; nhot/the web that'is'being hosted on the
Internet. /However, using an ISP provider allows you to use only one provider
forallyour needs, and can be a better solution for smaller.companies with
smaller sites.

Using a Personal Web Server

When a web site is created as a disk-based Web on a hard-drive, testing it in
a minimal fashion without having to have an outside hosting provider can be
done with a personal web server.

If using a NT4 or Windows 2000 environment, access to the Internet
Information Server (11S) is probably already provided.
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If using a NT4 environment without access provided, the NT4 Option Pack
can install a version of I1S, located on the Microsoft web site.

If using a Windows 95 or Windows 98 environment, the NT4 Option Pack
can install a version of I1S, located on the Microsoft web site.

If using a Windows 98 or Windows 98 Second Edition environment, the
Windows Installation CD can install a version of 11S.

Designing a Web Site

Creating a new Page using a Template

Individual Web pages can be created through the Page Templates dialog
box, and formatted with the Page Properties dialog box.

From the main menu, choose File = New = Page or Web to open the New
Page or Web task pane.

Select Page Templates from the New from Template area to open the
Page Templates dialog box:

Page Templates
General | Frames Pages I Style Sheets I

7 5 [A] [A]
LE‘ Lg Lg
= =

Py EEERE]  Bibliography  Confirmakion
Farrm

Select the Frames Pages tab to view various templates that already contain
frames:

Page Templates

iGeneral  Frames Pages | Skvle She

Bannet and Conkents

Conkents

Select the Style Sheets tab to miew various templates that already contain a
Variety of set styles:

Page Templates

General I Frames Pages Stvle 5|'IEEt5

g 3] 9]

Marmal Skyle Arcs Bars

Sheet
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e Once a template is selected, it will open in a new window.

e From the main menu, choose File > Properties to open the Page
Properties dialog box

OR right-click anywhere on the page, and from the pop-up menu, select
Page Properties to open the Page Properties dialog box:

Page Properties [ 7]
General IBackground I Margins | Cuskom I Language I YWorkgroup I
Location; Iunsaved:,I',I',l'newgage_Z.htm
Title:
Base location:
Defaulk karget Frame: I ﬂ
Background sound
Location: | Browse. ., |
Loop: (i) = [
oop I I~ v Eorewver
Design-time control scripting
PlatFarm: ICIient {IE 4.0 DHTHML) =]
Server: IInherit from Web j
Client: IInherit from Web j
Style. .. |
Ok I Cancel |

¢ Use this dialog box to alter the name of the page, the location, the
color, and any other required changes.
e Save the page once any change is done.

Note: To view the Background tab within the Page Properties the web will
have to be closed. From the main menu choose File = Close Web to close
the web settings and to disable any themes or style sheets that may be in
place.

Checking Spelling
s A simple spell check on individual pages can be done. Froam the main menu,
ehoose Toaqls >'Spelling to open the Spelling dialog box:

|
Change Tao:

Suggestions:

Ignore | Ignore All |
Change I Change All |
Add | Suggest |

Cancel |
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Spelling should be checked across multiple pages of an entire web site, to
make sure that all spelling and choices are the same.

Open the web site in any view except for Page.

From the main menu, choose Tools > Spelling to open the Spelling dialog
box:

B Spelling EHE

Check spelling of:

" Selected pageis)

Cancel

Options:
[ add a task For each page with misspelings

Select Entire web under the Check spelling of area.

Click Start:
Ef Spelling K
Zheck spelling of:

" Selected pageis)

& Entire web Zancel |

Options:
p[j»\%dd a kask For each page with misspellings:

Status | Page | Count | Misspelled o

& ABC Inc, Producks Page (products,bkm) z Descrition

1| | 3
Found 2 misspelled words in 1 page. |F‘ages searched: 17)17 A

This allows you to do a Global spell check of all pages within the web site
created. Select the Add a task for each page with misspellings checkbox
to remind you or to assign the task to another person to correct the
misspellings.

Double click an the file listed in the/dialog box to open the page and correct
any 'misspellings.

Checking Hyperlinks

From the main menu, choose View = Toalbars > Reparting toopen'the
Reports toolbar.

From the Reports toolbar, select the Verify Hyperlinks icon:

Reports =

b

ht]
Wigs || Falder Lisk || werifies hyperlinks in the current wel:u|
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VYernfy Hyperlinks EHE3
£ Weritanli unknown byperinks
O ke:
£ Besume verihication

£ Werify selected yvperlinfis)

Tip
Cpen, modified pages should be saved to check
the moskt current version of the Web,

Stark r_x! Cancel

OR from the main menu, choose Tools > Recalculate Hyperlinks to
update all views of the web site as well as the multiple items within the web
site:

Recalculate Hyperlinks

@ The Recalculate Hyperlinks command does the following:

- Repairz all hyperdinkz in pour web

- Updates information for all FrontPage-bazed components,
including shared barders and link bars

- Synchronizes web data, databaze information, and categories

Thiz process may take several minutes. Da youw wizh to continue’?

Note: You must be online to use either method.

The Verify Hyperlinks icon allows you to have FrontPage check any external
hyperlinks connected to the web site. You can verify hyperlinks on all pages,
or for one selected page.

The result will show in the Broken Hyperlinks report, as Unknown,
Broken or OK.

The Recalculate Hyperlinks command allows you to update all views of the
web'site, as well as update any text indexes created,if there is a search
component in the web site. \This command will regenerate all of the Include
components in the web site, and will update all Web content that is
connected/to_those .components.

Setting Tasks

Open the page in the Page view.
From the main menu, choose Edit = Tasks > Add Task

OR from the main menu, choose File = New > Task to open the New Task
dialog box:
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Mew Task EHE
Priariky
" High

Task name: I »

- ' Medium

Assigned ko; I-RY j  Low

Associgted with:  products.htm

Completed: Mo
Madified b (Has not been modified)
Created by: Meredyth Conn on 2/20/02 at 7:50:10 PM

Description:

oK I Cancel |

The Associated with line shows which page the task will be connected to.
When selecting the Start Task command, it will automatically open the
connected page.

Enter the required information, and click OK.

If you are in the Tasks, Folders, Navigation, Hyperlinks or Reports view,
select the page that the task needs to be connected to.

Right click on the selected page, and from the pop-up menu that appears,
select Add Task.

This will open the Add Task dialog box.

Enter the required information and click OK.

Setting Permissions

Permissions can be set to allow various users access to administer, author
or simply browse a web site.

From the main menu, choose Tools > Server > Permissions to open the
Permissions dialog box.

Browse - Allows users to access the web pages through an internet browser,
ahd view the pages. Alterations of any kind.cannot be made by a browser.
Author and/Browse - Allows certain users to create and edit any content on
the web site, but they cannot add/ delete or manage the web site and pages
intany way/

Administer, Author and Browse - Allows users to have full access to the
web/site and all the administration that is connected to the site. This user
canadd/and delete web'pages, ‘and set any'web permissions‘and
configurations themselves.

Note: Only the original creator of the web site can restrict other
administrators to specific web sites.
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How would you:

e Create a New Web Site?

o Create a Web Site with a Wizard?

e Create a Web Site using a Template?
e Use the Web Location Options area?
e Choose Web Hosting Service Providers?
e Choose ISP Service Providers?

e Use a Personal Web Server?

e Create a new Page using a Template?
e Check Spelling?

e Check Hyperlinks?

o Set Tasks?

e Set Permissions?

SAMPLE
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Frames

When you have completed this learning module you will have seen how to:

Use Frames

Use a Frame Template

Edit Framesets

Create Custom Framesets

Use Target Frames

Create Custom Frameset Templates
Place Pages into a Frameset

Use Static Frames

Remove a Frameset

Use DHTML Layout Positioning

Use Absolute Positioning for Layout
Use Relative Positioning for Layout

Use the Wrap Text Style

Create Page Transitions

Create Collapsible Outlines

Set Z-Order Layering

Collect Elements

Working with Frames

Using Frames

By placing frames on a page, you are placing two or more windows on the
same screen, and the viewer can have control over none, some or all of the
frames.

Frames can hold other frames, and pages inside a frame. Frames can also
refer to alternate pages other than what can be immediately seen.

Using framespallows yousto show static asmwellias,dynamic elementsionia
page.

Static elements are visible whatever the viewer may do, and dynamic
elements are altered based 'on a viewer’s input:

Using frames within a page is a useful tool to keep a viewer oriented to
the«various pages within a web'site. |A viewer can easily move. through.a site
ifalternate pages are listed in a static frame somewhere to the side, top or
bottom of the page.

Using a Frame Template

From the main menu, choose File > New > Page or Web to open the New
Page or Web task panel.
Select Page Templates to open the Page Templates dialog box.
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e Select the Frames Pages tab:

Page Templates

General Frames Pages |St3-'|e She

a =

and

Contents

e The Banner and Contents template allows you to create a page that has a
banner frame at the top of the page, a contents frame on the left of the
page, and a main frame:

Page Templates

General Frames Pages I

Banner and
Caontents

nks to the
in the mai

ft of

Banner and
Contents
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o The Footer template allows you to create a frame for links on the bottom of
the page, allowing the viewer to select and alter the main view:

Page Templates

General Frames Pages |Style Sheets |

3| ®
=
Banner and Contents
Contents

¢ The Footnotes template allows you to create a footnote area on the bottom
of the page that the viewer can change with links on the main page:

it Footnokes
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o The Header template allows you to create a frame for links at the top of the
page, allowing the viewer to select and alter the main view:

[ /new_page_1.htm %

o create f es for
the viewer to

e The Head mplate allows yo
link the top, bottom side of the page, allowi
and alter the ' mai i

Header,
Footer and
Contents
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e The Horizontal Split template allows you to create a page with top and
bottom frames that are independent of each other:

Horizonkal Split

e —————————————— eSS | TeTT——————

(Chri+Drag ko split Franme

ere are
at the

to create a page where
ations appear in the fra
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e The Top-Down Hierarchy template allows you to create a page where the
links are listed in the top frame, the link destinations are in the middle frame,
and the destination pages are in the bottom frame:

.y

ThedVertical Split plate allc to create a pag
ames that are independent of each"other:

Wertical Split
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/ new_page_1.htm Y,

J e

i Chri-+Drag to split frames

[Gncrmal oo Franes D, Crranespage e vt ||

Editing Framesets

¢ A Frameset is where multiple frames appear in the same page.

e Click on the page within a frame to edit the text within the frame.

¢ An active frame has a dark blue border surrounding its edges.

e Place the cursor on a frame edge, then click and drag to alter the size of the
frame.

e Click on the Frames page HTML button at the bottom of the window to view
the frameset file HTML information:

@ Mo Frames EIHTML L Preview
Frames Page HTML

o Click on the No Frames button at the bottom of the window to edit text in a
non-frame supporting browser. Alter the default warning message, and it will
be saved with the frameset file:

Creating Custom Framesets

e Begin by creating a main page from a frame template, along with the
remainder of required pages.

e If using Horizontal Split template, the frameset can be modified to have the

links in the frame on the top of the page alter the contents in the bottom
frame, and the links in the bottom frame alter the contents in the frame on

top:
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(ChriH-Drag ko split Frame

¢ Right-click on the top frame, and from the pop up menu that appears, select
Frame Properties, take note of the name of the frame that was supplied
from the template, and click Cancel:

Frame Properties

arme: IE
Initial page: I Browse. .. |

Frame size
Colurnn width: |1 j IReIative j
Height: |1 ﬁ IReIative j
Margins

wikh [z =
Height: IFﬂ

Opkions
¥ Resizable in browser Frames Page... |
Show scrallbars: IIF MNeeded j

p u that ap

supplied fri m
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Frame Properties

Relative

If Meeded

To split the frame:

¢ Click to place the cursor inside a frame.
e From the main menu, choose Frames = Split Frame to open the Split
Frame dialog box:

Split Frame

e Select an option and a small preview of the split will appear on the right
side of the dialog box.

SAMPLE
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¢ Once done, click OK:

/new_page_Lhtm* \

Catiormal| @ o Frames EIHTML CiFrames Page HTML QuPreview | ¢

In the bottom frame, click the Set Initial Page button to open the Insert
Hyperlink dialog box:

Insert Hyperlink
Link, to: Text bo display: | < <Selection in Document>>
zam@ﬁew L OIS = &l Q]EJ
e Pum:.l
i
ok | caneal |

Assign the other pages that were built to various hyperlinks as required
within the frames of the new page.

Hyperlink dialog box.
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Click the Target Frame button to open the Target Frame dialog box:

Bookmark. .,

Parameters. ..

Skwle. ..

This dialog box allows you to easily create image-based links with the
necessary target frame:

Target Frame EH

Cormmon bargets

|F'age Default inu:unei
Whole Page

et Window
Parent Frame

—Current frames page

Target setking
I_seIF

[~ 5et as page default

Ik I Cancel

| — — e

Select a name from the [Common/targets list, and/its preset template name
wilbhappear/in the Target setting field.

New Window — This will place /the link into a frame and when the lipk is
selected; It will open in a new window.

Same Frame — This will place the link into the selected frame, and when the
link is selected, it will open in the same area that the link was located, and

the frame layout is not altered.

Parent Frame — This will place the link into the selected frame, and when
the link is selected, it will open in the same area that the link was located and
will reset the browser window.
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Whole Window — When the link is selected, it will open to replace the entire
page window, taking the place of the original frameset.

Creating Custom Frameset Templates

If a particular frame layout is a favorite, and often used, the file can be saved
as a template for future use.

Right-click anywhere on the page and from the pop up menu that appears,
select Page Properties to open the Page Properties dialog box.

Name the template in the Title field.
Click OK.

From the main menu, choose File > Save As to open the Save As dialog
box.

From the Save as type drop down menu, choose FrontPage Template:

| i |

Page Litle: ‘FrontPane Template
Active Server Pages
File name: HyperText Template

HyperText Stvle Sheet N
3ave 35 LYpe! |yweb Pages

Click Save to open the Save As Template dialog box:

Save Az Template [ 7]
Title: INew Page 1 Browse. .. |

Marne: Inew _page_1

Drescription: wpe wour description here,

[T save Template in Current Web

N A NP

Editithe Titlegand Name fields as required.

Enter into the Description field a brief description of the template being
saved.

The description must be added to the template, as it shows in the Page
Templates dialog box when selecting the template.

If the Save Template in Current Web checkbox is selected, the template
will only be available when working on this particular web series.

Once done, click OK.
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Placing Pages into a Frameset

The pages to be placed into an existing frameset must be created before they
can be placed.

Open the frameset that the pages will be inserted into.

From the main menu, choose Insert > Hyperlink to open the Insert
Hyperlink dialog box.

Inserta link to the page to be inserted into the required frame.

In the Insert Hyperlink dialog box, click the Target Frame button to open
the Target Frame dialog box.

Select the required target frame.

If required, select the Set as page default checkbox.

Click OK to close the Target Frame dialog box.

Click OK to close the Insert Hyperlink dialog box.

The link to the inserted page will open the new page within the selected
frame.

Using Static Frames

Using a static frame allows you to have an area on the page that cannot be
altered by the viewer in any way.

Open the first page of a frame, that which shows when the frameset is
opened.

Right-click and from the pop-up menu that appears, select Page Properties
to open the Page Properties dialog box.

Set a default target frame that is not the frame that the page is currently
showing in.

All pages opened from the original page links will open in the target frame,
and not the frame with the links.

The content of the static frame is now set, and will not alter.

Removing a Frameset

From the main menu, choose View > Folders to open the folders list
OR click on the Folders ican in the/View panelto open the folders list.

Select the frameset file, and from' the main menu,.choose Edit > Cut
OR"hit the/Delete key on the keyboard.

Note: If/a frameset is removed, all frame [target entries |[orglinkspthat are
connected to the removed frameset must also be removed.

Positioning Content
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Using DHTML Layout Positioning

Positioning code created through Cascading Style Sheets within the
DHTML toolkit works mainly with Internet Explorer 4 and 5 browsers.
Any Netscape browser understands the code, but cannot properly execute
the layout.

Using Absolute Positioning for Layout

Absolute positioning allows you to set an element onto a page in relation
to the upper-left corner of the page.

X and Y coordinates are used, and the upper-left pixel corner is set at 0,0.
This positioning is called absolute because the element’s position cannot be
altered.

This allows you to create a page where the element will not move no matter
what is done with the page in terms of resizing, or even with the size of the
screen that the viewer is using.

Insert the required image onto the page, typing the caption for the image as
well. They do not need to be in the required placementyet, as they will be
moved there.

Click on the image to select it:

[/ new_page_t.htm* Y new_page_7.htm* \(_new_page_8.htm '\
Comment The daffodil

®

fAdd this
page lo
the
Navigation|
view fo
display
hieperiinks

0 open the Position
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Position EH
Wrapping skyle
Mone Left Right

Positioning skyle

. [ [=

Mone absolute Relative

Location and size
Left: [i1 = width: [163 =
Top: [te = Height: oo =

Z-Order; I ﬂ

Ik I Zancel

Select the Absolute icon.

Use the Left and Top drop down menus to set the coordinates of the upper-
left corner of the image.

The Width and Height drop down menus will contain the dimensions of the
image already, so there is no need to alter them.

Click OK:

/ new_page_Lhin® Y new_page_7htm* \(_rew_page B.Hm \ %

TR S

I @ g |
(Acid [hig

pabec

e 4

Wavigalion

view to

s plag

| Wpedint s
here] =

[Bromal]cm Qereven |1 |

The image may be sitting on top of the entered caption, but this will be fixed.

If the image is not sitting exactly where you want it to be, there is no need of
continually going back to the Position dialog box and altering the pixels one
by one.

Simply select the image and drag to the required location.
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Select the caption text:

/S rew_page 1Lhim* Ynew_page_T.htm* '{_new_page Bhkm \

|» %

=y T

From the main menu, choose Format > Position to open the Position
dialog box.

Select the Absolute icon.

The caption text is now an absolute element.

Using the handles around the caption, alter the shape of the text as required,
and drag to alter its positioning:

/ new_page_Lhim* Y'new_page_7.htm* ¥ new_page_8.htm

|» | x

Comment: The daffodil

No matter how the page is altered, the caption and the image position will
never alter.

Using Relative Positioning for Layout

Using the Wrapping Text Style

Relative positioning is similar to absolute positioning in that the Top and
Left values can be set.

However, Relative Positioning allows the elements to be a part of the text
stream, like static elements. The location of the relative element does not
have to be exact as they will appear on the page in the order that they
appear within the HTML file.

Select the image on the page:
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The roots of all flowers have turned full
cycle by the time romance enters the picture. For many
people, romance now does not necessarily mean the
diehard tradition of a dozen roses, but a more creative and
earthy flower bouquet. The alternatives that have
appeared over the years have given joy to those who
receive a living plant versus something that will eventually

e From the main menu, choose Format > Position to open the Position
dialog box.

e From the Positioning Style area, select None.

¢ From the Wrapping Style area, select None, Left or Right to set how the
text will wrap around the image:

Position
Wrapping style
Mone Left Right

Positioning style

)=z

Mone Absolute Relative

The roots of all flowers have turned full

4 Cycle by the time romance enters the

" picture. For many people, romance now
does not necessarily mean the diehard
tradition of a dozen roses, but a more
creative and earthy flower bouquet. The

alternatives that have appeared over the years have given

Jjoy to those who receive a living plant versus something
¢ that will eventually die in only a couple of weeks.

UsingDynami@Confet AH & B B i

Creating Page Transitions
¢ “Open the'page that the transition will'be applied to.

¢ From the main menu, choose Format > Page Transition to open the Page
Transitions dialog box:
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Page Transitions EHE
Event: Transition effect:
IF‘age Enter j Mo EFfect
Blend
Duration I B in
(seconds); Boz out
Circle out
Wipe up
Wipe down
Wipe right
Wipe left
Vertical blinds ;I

(0]9 I Cancel |

Select from the Event drop down menu if the effect will occur on Page Enter
or Page Exit, or Site Enter or Site EXit:

Event:

|Pa-;e Enter

Select from the Transition effect menu the specific transition wanted to
occur to the page.

Select from the Duration field the number of seconds the effect will take to
complete itself.

Click OK.

Two effects can be applied to a page, one on an entry, and another on an
exit.

Creating Collapsible Outlines

A collapsible outline is created around a list that is bulleted or numbered.
This allows you to create an outline that when clicking a topic heading, the

infarmation will appear under the heading, and then, by clicking the heading
again, the information willibe removed.

You can create a nested list that has at least one sublevel within it:

o Flowets
& Foseg
o Tulips
o Daffodls
o Holidays
o Christmas
o Birthdays
o Valentine's Da_'.'l

Click to place the insertion point within a main bullet list item.

From the main menu, choose Format = Bullets and Numbering to open
the List Properties dialog box.
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e Select the Enable Collapsible Outlines checkbox:

¥ Enable Collapsible Cutlines
[ Initially Collapsed

e This will allow you to close the list so only the main bullet headings are
visible. This will also treat the sub-lists as separate lists unto themselves.

¢ When the page holding the list is opened in Internet Explorer 4 or 5
browsers, the entire list will be visible and the second-level headings under
the main heading will disappear if the heading is selected:

o Flowers
&Holidays
o Christmas
o Birthdays
o Valentine's Day

Setting Z-Ordering Layering

e Z-ordering layering will allow you to stack images in a setorder.

o All of the layers are relative to the other, with layer O being the background
image.

o This layering effect works with Internet Explorer 4 and higher as well as
Navigator 4 and higher.

e Select the image to be layered:

/[ new_page_t htm* X rew_page_2.btm* Y new_page_3.htm*

AMPLE

[Bormal] EHTML Cupreview | |

e From the main menu, choose Format > Position to open the Position
dialog box.

e The Absolute or Relative icons must be selected in the Positioning style
area to have access to the Z-Order drop-down menu.
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Enter the required layer value in the Z-Order drop-down menu:

[ 7] ]

Position

‘rapping style

Mone Left Right
Positioning stwle
Mone absolute Relative

Location and size

Left: [t1 = width: [too =
Top: [t = et [t1z =

Z-Order: Tﬂ

oK I Cancel |

The bottom image is order O, with each image being layered in the required

order after that.
The layers will be placed over each other matching the Z-Order placement:

,a"{ new_page_1,htm* \4': new_page_2,hkm* Ynew_pan

ig‘*

S

Collecting Elements
Graphics and text elements can be putiinside an absolute position box so

that they can be moveditogether on ithe page.

e Type a line of text.
e Insertan image next to the line of text:
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The beaches were warm and romantic.

e From the main menu, choose Format > Position to open the Position

dialog box.
e Select Absolute in the Position style area.
e Click OK.

e Both the image and the text will move when you select the position box with
the 4-arrow cursor to manually move the two:

[ | [ |
The beaches were warm and romantic.

Review Questions

How would you:

e Use Frames?

e Use a Frame Template?
o Edit Framesets?
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e Create Custom Framesets?

e Use Target Frames?

e Create Custom Frameset Templates?
¢ Place Pages into a Frameset?

e Use Static Frames?

e Remove a Frameset?

e Use DHTML Layout Positioning?

e Use Absolute Positioning for Layout?
o Use Relative Positioning for Layout?

e Use the Wrap Text Style?

¢ Create Page Transitions?

e Create Collapsible Outlines?

e Set Z-Order Layering?

e Collect Elements?

SAMPLE
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Forms

When you have completed this learning module you will have seen how to:

Create a Form using the Form Page Wizard
Collect Form Content

Use the Saving Results Options
Create a Custom Form

Inserta Text Box field

Insert a Text Area field

Insert a File Upload field

Insert a Check Box field

Insert Option button fields

Insert a Group Box field

Insert a Drop-Down Box field
Insert Push Button field

Insert an Advanced Button field
Insert a Picture field

Insert a Form Label field

Set Form Properties

Create a Visitor Confirmation field
Use the Options for Discussion Form Handler dialog box
Use the Send to File option

Use the Send to Email option

Use the Send to Database option
Use the Send to Other option

Creating a Form

Creating a Form.using the Form Page Wizard

The'lForm Page Wizard allows you to create fully functional forms, as well
as customize it for specific ‘cases.

From, the main menu, choose File > New =Page or Web to open the New
Page or Web task pane.

Select Page Templates in the New from template section to open the
Page Templates dialogbox.

Select the Form Page Wizard under the General tab to open the Form
Page Wizard dialog box:
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" Form Page Wizard

Thiz wizard helpz you create a form that can be uzed
to collect common types of input from wzers, and
zave the resulks to a web page or a test file on the
web zerver,

rou will be guided through the process of
defining a list of questionz and selecting
appropniate techniques o gather the input you
heed.

The form you create can be zaved as a web page,
or copied to another page wzing the clipboard.

[NEEEEEEEEE

Cancel | < Bachk I Mext = I% Einizh

e Click Next to begin creating the form:

" Form Page Wizard

The following lizt shows the questions currently defined far
thiz form. v'ou may add new questions, or edit existing ones
b zelecting an item from the lizt and then preszing the
relevant button,

| - N
Cancel < Back | Meut: Finizh

e Click Add to move to the questions area of the wizard to select the type of
input that will be added to the form to collect information.
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e Only one question at a time can be inserted through the wizard:

" Form Page Wizard Ed

Select the lwpe of input to collect for this question:

‘contact information

account infarmation
product information
ordering i_nfu:urmatim ;I

Dezcription

Azk ugers far their name, affiliation, addrezzes and
phone numbers.,

Edit the prompt for this question:

Please provide the following contact infarmation:

[ Question 1 af 1]

[NNEEEEREEEEEER

Cancel | ¢ Back I Mest » I Bt

o Select the input type that the question will collect.
¢ Once done, click Next to move to the next wizard window:

" Form Page Wizard Ed

IMPUT T*PE: contact information

Chooze the items to collect from the uger:

o full st last = first, lazt, middle

v Title [~ Home phore

v Organization W Fax

[~ Postal addrezs ¥ E-mail address

v work phone W ‘wieb addiess [URL]
the base nﬂhis qQroup nl:ules:

Contact

= A -
Cancel ¢ Back | Mest: Finizh

e Select the specific information that will be collected with the first question
on the form.

e Once done, click Next to move to the next wizard window:
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" Form Page Wizard

The following list shows the guestions currently defined far
this form. viou may add new questions, or edit existing ones
by zelecting an item from the list and then prezsing the
relevant buttan,

|al e | Eemwel

1. Pleaze provide the following contact infarmation;

fawceldm | fiawe annl Clear Ligt |

(NEEEEEEENEENENRENEEE

Cancel | < Back I ﬂe:-ct:j_le Einizh |

e Continue to use the Add button to add more questions and Input information
as required.

e Once all required questions have been selected, click the Next button to
continue through the remainder of the form wizard:

" Form Page Wizard Ed

PRESENTATION OPTIOMNS

How should the list of questions be presented?

™ az nomal paragraphs

™ az a numbered list

Cancel < Back I Hest > ﬂ Einizh

e Select how the list of questions will be presented to the viewer, and if a table
of contents should be provided on the page.
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e Once done, click Next to move to the next wizard window:

" Form Page Wizard

Coresl | _cBack [ Newo)] gt |

o Select how the results from the form will be saved for later viewing, as well
as name the results file.
e Once done, click Next to move to the final wizard window:

" Form Page Wizard
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Click Finish to create the new Form page:

X

o new_page_1hem® X new page zhim* Y new_page 3hem Ynew_page_shtm®

ew Page 4
N g

Thae 13 an explanation of the puspose of the form

® Please prowde the following contact mformation:

Nemiar]

Title 1

Clr gamization l
Work Phone i

Fax]

LIRE 1

Eubmit Form | Fesat Fom |

[Ehemaerm. Ao |1 EH

Save the page.

Select the Preview button at the bottom of the window to view how the page
will look on a web browser:

Gt D [l

Until the page is published on the web, the Submit Form and Reset Form
buttons will not be functional.

Collecting Form Content

If the save results to a web page option was selected in the OUTPUT
OPTIONS window of the Form Wizard, look in the Folder list to locate it.

A results page will be in the folder list, named formsrsit.htm.

When a viewer completes the form and clicks the Submit button, the results
are automatically sent into this folder.

To view the results accurately:

Open the folder in an application that will configure the storage format.

If,ithe save results to agtext file option was,selected ingthe OUTPUL
OPTIONS window of the Form Wizard, look in the Folder list to locate it.

A results page will be in the folder/list, named formsrsit.txt.

Opeéning the file from the folder list will openmsitiinian application that can read
.txt files, gypically Windows Notepad.

If the use custom'CGI |script option was selected in the OUTPUT
OPTIONS window of‘the'Form Wizard, the script will process the collected
information and will store it however the script instructs it to.

Using the Saving Results Options

The Save Results portion is the main handler of all form results. It takes all
information collected by a form and saves it to a file in a variety of available
formats.
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¢ Right-click on a field within a form and from the pop-up menu that appears,
select Form Properties to open the Form Properties dialog box:

Form Properties EE

File /0 My Documents Ty Wiebs fryaan I

e Alter the options of where to store the form results, sending to a web field, a
database, or other alternatives:

2. Cuskam ISAPL, MSAPT, CGI, or &SP Scripk

Discussion Form Handler
Registration Form Handler

e Select the Send to option and click the Options button to open the Saving
Results dialog box:

SAMPLE
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Saving Results EE
File Results | E-rnail Resulks I Confirmation Page I Saved Fields I

File name:

I Erowse, ., |

File Format: %
[HTrL =]

¥ Inchude figld names ¥ Latest results at end

Optional second File:

File name:

I Browse, ., |

File Format:

[HTrL =]
W Include Field names W Latest results at end

[6]4 I Cancel |

The File Results tab is the default tab, and will always be the first one seen
on opening the dialog box.

The File name field allows you to name the file that the form results will be
placed in.

The File format drop down menu allows you to choose the format for the file
holding the form results.

Selecting the Include field names checkbox allows you to save the variable
name and value of every field from the form in the results file.

Selecting the Latest results at end checkbox allows you to have the most
recent results from the form placed at the end of that file, if the file is in the
HTML format. Files saved as text always have new information at the end of
the file.

The Optional second file area allows you to set a different file to store the
collected form information in. This is a useful area, as some results may
need to be stored in alternate formats to be able to work with them in
alternate processing applications.

Select the E-mail Results tab:
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Saving Results EHE

File Results  E-mail Resuls IConFirmation Page I Saved Fields |
E-mail address to receive résults:
fi

E-mail Format:
IFormatted ket j

™ Include field names

E-mail message header:

Subject line: [~ Form field name
Reply-to line: [~ Form field name
oK I Cancel |

This tab allows you to set the email address that the results will be sent to,
within an email, in a selected format.

The E-mail format drop down menu allows you to select the format for the
results being sent via email. Formatted text is the default setting.
Selecting the Include field names checkbox allows you to have the field
names inserted into the results email.

The Subject line field allows you to create the appropriate subject line that
will appear in the email message header.

The Reply-to line field allows you to set the form field value that will show
in the email reply to line.

Note: To manually enter alternate text, leave the Form field name
checkbox deselected and type in the required text.

Select the Confirmation Page tab:
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Saving Results B

File Results | E-mail Resules  Canfirmation Page | saved Fields |

URL of confirmation page (optional):

I Browse. .. |

Page displayed when the user successfully submits the Form.
A default page is provided,

LURL of walidation Failure page {optionaly:

I BiEwse |

Page displayed when the user's input Fails the walidation scripts.,
A default page is provided,

Typically, a basic HTML confirmation page is sent to the viewer’s browser if
this tab is leftempty.

A different confirmation page can be selected to send to the viewer with the
URL of confirmation page (optional) field.

The URL of validation failure (optional) field will be greyed out until at
least one validation page is created for a specific form field. A page can be
sent to the viewer’s browser letting them know that the information they
entered on the form was invalid.

Select the Saved Fields tab:

Saving Results HE

File Results I E-mail Results I Confirmation Page ~ Saved Fields |

Eorm fields to save; t‘}

Additional information to save
I Remote computer name r Username

r Browser type

OF I Caneel |

The Saved Fields tab allows you to set specific form fields to be placed in
the results file.
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The Form fields to save area will list all the names of the fields on the form.
Any fields selected in the list will be written to the results file according to the
order that they appear in the list.

Creating a Custom Form

It's a good idea to create the needed form on paper before creating it within
the application, giving you a clearer idea of what is required.

Open the page that the form will be created on.

Click to place an insertion point where the form will be created.

From the main menu, choose Insert > Form > Form.

This will place a new form area onto the page, with the Submit and Reset
buttons. The form boundaries can be seen as a line made of dashes:

/ nevi_page_1.htm* \(‘ new_page_2.htm* ¥ new_page_3.htm* % conkact info Form. hkm \ x

If not already there, click to place the insertion point to the left of the
Submit button.

Press the Enter key on the keyboard to create as many blank lines as
required:

/ niew_page_1.htm* \( new_page_2.0tm* Y new_page_3.htm* ¥ contact info form.him \ x

| Submit | Reset |

Insert and edit text and images to customize the form.
Use the Saving Results dialog box to understand the various fields that will
be created on the custom form, and how to track the results.

Inserting FErmBields W 4§ o™ [ f—

Inserting Form Fields

The Insert Form command allows you to insert fields from buttons to drop-
down menus onto a page.

Inserting a Text Box field

A Textbox field allows one line of text and up to 999 characters.
Click to place the insertion point where the text box field will be located.
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From the main menu, choose Insert > Form > Textbox to place a textbox
field on the form:

Type anywhere beside the textbox to label the use of the box for the
viewers.

Right-click on the textbox field and from the pop-up menu that appears,
select Form Field Properties to open the Text Box Properties dialog box:

Text Box Properties HE
Marne:

Initial I
walue:

width in characters: IZD Tab order: I

Password field: lyes O Mo

akvle. .. | validate. .. I [a]4 ﬂ Cancel |

The Name field allows you to name the textbox itself. This will not label the
textbox on the form.

The Initial value field allows you to enter beginning text that will appear in
the textbox.

The Width in Characters field allows you to set the full width of the textbox
on the form.

Selecting Yes in the Password field options will cause anything entered into
the textbox to be masked for security purposes:

oo

Select the Validate button on the dialog box to.open the Text Box
Validation dialog box:
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Text Box Validation EHE

Display name: I

Data type:

Mo Constraints
ftlo Constraint
Text

Inkeger
Mumber

Text format
r [letters
= Gimits

Murmeric Format
Grouping: & Gomma £ Ferind ) cnace £ iane

Degimal: ) Gomma & Ferind

Data length

™ Required  Min length: I Max length: I

Data value

™ Field rmuosk be: IGreater than or equal VI alue: I
™ and must be: ILess than or equal to Vl alue: I

OK I Cancel |

o The Required checkbox in the Data length area must be selected for the
Display name field to be accessible.

e The Display name field will be a specific name to be used within any error
dialog boxes that will appear.

o If the textbox is for a fax number, enter Fax Number into the Display name
field, and when a user does not enter the information into the required field,
an error message will appear saying Please enter a value for the Phone
Number field.

e Set the Data type drop down menu and other areas as required.

e Itis recommended to practice with these functions before finalizing them in a
form.

e Once done, click OK.

Inserting a Text Area field

¢ A Text Area field is scrollable, and allows multiple lines of text.

o Click to place the insertion point where the text box field will be placed.

¢ From the main menu, choose Insert > Form > Text Area to place a text
areanfield on the form.

o Right-click on the, text area field and from the pop-up menu that appears,
select Form Field Properties toopen the TextArea Box Properties.dialog
box:

TextArea Box Properties

Marne:

Initial walue:

Width in characters: IZD Tab order: I
Mumber of lines: |2

Style, ., | Yalidate, .. | OF, g Cancel
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Use the same methods as the Text Box Properties dialog box to alter the
look and customize the text area field.

Inserting a File Upload field

A File Upload field can be used in Internet Explorer 4 and higher, as well as
Netscape 3 and higher.

This field allows for easy uploads from the user’s machine to your web site.

Note: Before testing this example the site must be placed on a server before
you can access the File Upload field area properties. This will work only if
the Web site is installed on a server that has the FrontPage Server
Extensions installed.

From the main menu, choose Insert > Form > File Upload to insert a File
Upload field:

t

Browse. .. |

Finish creating the pages and entire site as required.
Create a folder in the web where the received files will be placed.

Right-click on the folder icon in the folder list, and from the pop-up menu
that appears, select Properties to open the Properties dialog box:

web files Properties HE
General |
Mame: Wb files
Tvpe: fFolder

Location: CihMy DocumentsiMy Websimyweb2)_privatelWet
Conkains: 1 files, O Folders

Size: 0 bytes

I™ [ el scriphs o proagramsbo be pn

'SAB

By o G i i

I |l e e e

Deselect the Allow scripts to be run checkbox.

Select the Allow anonymous upload to this directory checkbox.

Once done, click OK.

Right-click on the form that the File Upload field is in, not on the field itself,

and from the pop-up menu that appears, select Form Properties to open
the Form Properties dialog box.
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e Select either the Send to file name or the Send to database options.
e Click the Options button to open the Saving Results dialog box.
e Select the File Upload tab:

Saving Results [ 2]
File Results | E-mail Results I
Confirmation Page | Saved Fields File Uplaad
Destination: I Browse. .. |
‘Workgroup properties:
Available cateqgories:
[ | Business ﬂ Cateqgaries. .. |
] Competition

| Expense Repork
[ Goals/Objectives LI

Assigned to:

I j Mames. .. |
Review skatus:

I j Statuses. .. |

oK I Cancel |

¢ In the Destination field, enter the path for the upload folder created earlier.
o Click OK to close the Saving Results dialog box.
e Click OK to close the Form Properties dialog box.

Inserting a Check Box field

o A Checkbox field allows you to insert an element that allows the viewer to
select specific and minimal choices.

o Click to place the insertion point where the checkbox field will be placed.
e From the main menu, choose Insert > Form > Checkbox to place a
checkbox field on the form:

in

-

e Right-click gn the\check box\field and from the popiup menu that appears,
select Form Field \Properties to/open the ChecksBox Properties dialog
box:

Check Box Properties 7| x|
Tarne: Iﬁ

Walue: ION

Tnitial state: ¢ Checked @ Mot checked

Tab order: I
Style... | [al'4 [‘:‘I Cancel
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Alter the information as required, and once done, click OK.

Inserting Option button fields

An Option button allows you to place an area on the form where the viewer
is only allowed one selection from a variety of options.

Click to place the insertion point where the option button field will be located.

From the main menu, choose Insert > Form > Option Button to place an
option button field on the form:

Right-click on the field and from the pop-up menu that appears, select Form
Field Properties to open the Option Button Properties dialog box:

GHaUp marmne
Walue: I'-.-'l
Initial stake: % Selected Mok selected

Tab order: I
Skyle. .. | Yalidate. .. | | (] 4 [T: I Cancel

Alter as required, and once done, click OK.

Inserting a Group Box field

A Group Box field allows you to group various form elements within a visible
box in the boundaries of the form. It basically allows you to create a variety
of sections on the form that relate to specific areas.

A group box field can only be used if the Page Compatibility options are set
to Microsoft Internet Explorer only, versions 4.0"and,higher.

From*“the main menu, choose Tools = Page Options to open the Page
Options dialog box.

Select the/Compatibility tab:
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Page Options

General I AukaThurnbnai I Diefaulk Fonk I HTML Source I Color Coding ~ Compatibiliey |

unavailable, This helps wou ta create web sites containing only those

2 Changing these settings may make some menu and dialog box options
components supported by the options wou specify here,

Browsers:
T |
Browser versions:

ICustDm j

Servers:

ICustom j

V¥ Enabled with Microsaft FrontPage Server Extensions

Available Technologies. ..

|7 Activer conkrols |7 Frames

v WBscript ¥ £33 1.0 {formatting)
¥ Jawvascript W 55 2.0 (positioning)
¥ Java applets ¥ Active server pages

¥ Dynamic HTML v WML graphics

V¥ Downlevel image file

Ok i Cancel |

e Select the required browser from the Browsers drop down menu:

Browsers:

Custom

Microsoft Inkernet Explorer only
Bt} Metscape Mavigatar only
Both Internet Explorer and Mavigator

e Select the required version from the Browser versions drop down menu:

Browsers:

IMiu:ru:us-:uFt Internet Explorer only j

b e Sions: n

Cuskom

5,0 browsers and laker
4. 0browsers and laker
3.0 browsers and laker

e Select the required server from the Servers drop down menu:
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Browsers:

IMiu:ru:usu:uFt Inkernet Explorer only j

Browser versions:

ICustu:um j

SErvers:

Cuskom

Microsoft Internet Information Server 3.0 and laker

fpache server
Ak

e Once done, click OK.
o Click to place the insertion point where the group box field will be placed.

e From the main menu, choose Insert > Form > Group Box to place a group
box field on the form:

l‘ Group box

e Right-click on the field and from the pop-up menu that appears, select Group
Box Properties to open the Group Box Properties dialog box:

Group Box Properties HE

Label:
aligns IDeFault j

Skyle, .. | Ik I:! Zancel

e Alter the information as required, and once done, click OK.

Inserting a Drop-Down BoxX field

¢ WA, Drop-Down Box field allows you to give more selection options to the
Viewer.

o Click'to place the insertion paint where the drop-down field will be located.

e From the main menu, choose Insert> Faorm > Drop-Down'Box to place'a
drop down box field on the form:

=

¢ Right-click on the field and from the pop-up menu that appears, select Form
Field Properties to open the Drop-Down Box Properties dialog box:
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Drop-Down Box Properties [ 2]

>

Mame: |D1

Zhoice | Selected | Walue |

TG
BEmoye

Meve i

11}

(]G (AT

Height: Il Allow multiple selections: Yes

Tab order: I g

Skyle, ., | Validate. ., | oK “:il Cancel

e Alter the information as required, and once done, click OK.

Inserting Push Button field
¢ A Push Button field allows you to either replace one of the buttons already
created on the form, or create a new one for a separate area of the form.

¢ Click to place the insertion point where the push button field will be
positioned.

e From the main menu, choose Insert > Form > Push Button to place a
push button field on the form:

Buttan |

¢ Right-click on the field and from the pop-up menu that appears, select Form
Field Properties to open the Push Button Properties dialog box:

Push Button Properties [ 2]

\ @
Yalue/l : I@:on N

e Alter the information as required, and once done, click OK.

Inserting an Advanced Button field

e An Advanced Button allows you to insert a slightly more descriptive version
of the push button.
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e Click to place the insertion point where the advanced button field will be
located.

¢ From the main menu, choose Insert > Form > Advanced Button to place
an advanced button field on the form:

e Type directly onto the button to name it for the viewer.

¢ Right-click on the field and from the pop-up menu that appears, select
Advanced Button Properties to open the Advanced Button Properties
dialog box:

Advanced Button Properties
Mame: IE
Walue: I
Button Type: INDrmaI "I Tab Crder: I
Bukkan Size

wWidth: |—:|
Height: I—j

Skyle, .. | | Ik g Zancel

e Alter the information as required, and once done, click OK.

1l

1l
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.
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