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Course Basics

Toolbars

The Title Bar

e The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the document you are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table  Window  Help

The Menu Bar
e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

File Edit “iew |nzert Fommat  Toolz  Table  ‘Window  Help

To execute Menu commands

o“In‘most cases,/you are asked to use the mouse to execute a series of menu
commands (e/g., File > Save As). What this means is that you selectFile from
the main menu, followed by Save As:

Save bz

[ Page Setup...

L T T I T
Eh Print..  Chl+P
Properties

»
W

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 8 - FrontPage 2003 - Foundation Level Manual

The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the

Bold icon:

Formatting

24 Momal +Bold '+ Times Mew Roman = 12« %j" o =

+
+

1l
il
i
il
]
By
>

-

The Status Bar
¢ Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar

conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 113 Ak 1,3" Lm 3 ol 1 REC TRE EXT ©OYR English

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical

screen size.

fo'movemap and down withimaw ind ow/(usingfthe scrollibar)
e \ To scroll upwards\in a window, click'on the upwards-pointing arrow at the top of

the vertical scroll bar:
e, To move downwards in a window,click on the downwards-pointing arrow at the

bottom of/the vertical scroll bar:

To move right to left within a window
e To move to the right-hand side of a window, click on the right-hand arrow on

the horizontal scroll bar:
¢ To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files
e From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

File | Edit “iew |nzert Fommat  Toolz  Table !
[ Hew.. Clrl+M

ﬁ. Open... Ctrl+0
N

Cloze

Open | 7] x|
Lesking [} My Documents =l 4-v|e)(ﬂv1m|s-

- Mame
][5
I My eBooks

é Iy Music

2 My Pictures

| My Receved Files
Py Documents | | 29 My Videos

<] | i |

Fle name: |
Places Files of kypei |4l Fies (*.%)

Qpen
Cancel

|
]

e Use the Look in drop-down menu to select the drive or folder which contains

e Openb

To save a new document

e From the main menu, select File > Save command or click on the Save icon
and from the dialog box displayed select the required folder. Enter a file name
and then click on the Save button:
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m Edit  Wiew Inzet Fornat Tool:  Table
[ Mew.. Ctel+h
(= Open.. Chrl+0
Cloze
|H Save [ Ctrl+5
i
Save Az

e After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To save a document under another name and/or location

¢ The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the main menu, choose File > Save As command.

Note: The File > Save As command will rename the document on the screen
so that you can keep the earlier version, as well as saving any changes you have
made.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

Savein: ||} My Documents

=
&i Filename:  [New Document doc
My Network _
Places Save as bype: IWurd Document {*,doc)

Led Lol
i

Note: The folder will be created under the current folder.
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Closing Files

Click on the Close Window icon displayed at the top-right of the document
window. Be sure to click on the Close Window icon, (as opposed to the Close
icon):

Type a question for help - @

Cloze Window

Installing the Sample Files

Use Windows Explorer to create a folder called FrontPage 2003 Foundation
Samples, in the My Documents folder.

If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copy the files from the

frontpage 2003 _foundation_usa\exercise_files to the My
Documents\FrontPage 2003 Foundation Samples folder. If these files
have been copied to your network server, then ask your trainer/supervisor for
more information about how to copy these files to your PC’s hard disk.

Notes for tutors:

The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may require
modification within a Windows mutliuser environment. Where possible pre-
install the relevant work files prior to use by students/delegates.
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Introduction to FrontPage 2003

When you have completed this learning module you will have seen how to:
e Recognize enhancements to FrontPage 2003

¢ Explain the design enhancements incorporated in FrontPage 2003
e Explain the coding enhancements in FrontPage 2003

o Explain the changes in FrontPage 2003 Web server support

What is FrontPage 2003?

o FrontPage 2003 is a Microsoft software program for designing Web sites.

¢ It has the familiar look and feel of other Microsoft Office products, as well as
being tightly integrated with them.

o FrontPage 2003 also integrates with other third-party products.

What's new for 2003?

e Microsoft FrontPage 2003 incorporates a major upgrade from the previous
version, resulting in many new design tools, new web site maintenance and
administration features.

e The major changes in FrontPage 2003 concentrate in the following areas:

Design
Coding
Extending FrontPage 2003

Changes,in Design

New layodt toglsnciude

o kayout Tables and Cells Task Pane — enables more contrelofithe page
layout.

¢ Dynamic Web Templates — enables additional capabilities when working
within a design team environment.

¢ Page Ruler and Layout Grid options — options to display page rulers and
layout grids.

¢ Image Tracing —enables site development by tracing graphic elements in
Deign View.
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Changes in Coding

New coding tools include

e HTML — cleaner code.

o Split View — displays both the design and the underlying code on the screen at
the same time.

e Quick Tag Selector and Editor — enables quick changes to a tag when
working in Design View. This can be very useful when using Find and Replace.

e Editing Text Files — text files, such as JavaScript, XML, XSLT, etc, can be
edited without corrupting the code.

e Cleaning Up HTML — for producing cleaner HTML code.

e Scripting Tools — enables Jscript and VBScript authoring.

e Code View — now supports word wrap, line numbering, matching tags, and
indentation, as well as the ability to store blocks of code for later site
integration.

Extending FrontPage 2003

e With the new integration of FrontPage 2003 with Windows SharePoint
Services, the web hosting service no longer has to support FrontPage
Extensions.

e The new Review Site view enables you to see the contents of the remote site
to compare with the local copy of the site.

Review Questions

Howswiould you:

e Recognize enhancements to FrontPage 2003?

¢ wExplain desigh enhancements incorporated [in FrontPage 20037
o Explain coding enhancements in FrontPage 2003?

s, Explain the'changes in FrontPage /2003 Weh server support?
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The FrontPage 2003 Interface

When you have completed this learning module you will have seen how to:
e Explain HTML basics

e Name files

e Use the FrontPage 2003 workspace
e Create new pages

e Save pages

e Open pages

e Use Page templates

e Use Page Properties

o Use a Web site template

e Opena Web site

e Close a Web site

e Delete a Web site

HTML Basics

An HTML overview
¢ Hypertext Markup Language (HTML) is a universal formatting language used
by web site developers to create web pages.

e FrontPage 2003 generates an easier environment to develop web pages based
on HTML Tables as well as adding more interactivity to your site.

Naming, files
e HTML files are text files that can be/delivered using the extensions:

htmp(8.3 format)
OR
.html
e The index.htm (or .html file) is the mandatory file in a web site and is
automatically named in FrontPage. It is usually referred to as the “homepage”

or “splash” page. This is the page that opens when the user enters a domain
name or URL into their browser.
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The FrontPage 2003 Workspace

— Folder list window

Dockable toolhars Site & page tabs

Standard menu HThML tags Task pane —
|: I®] Microzoft FrontPage - new_page_1.htm Mi=] E3 I

 Ble Ek Wiew [nsert Tools Table [ata Frames Window Help

0ol BB SR kB S0 e B

‘Mormal = Times New Roman B 7 Y EEE| =i #EEW.A. E

Foderlis ) 4 X ||[] X ' GettingStarted v x
5 S e e [ [SIErTey
T |0 _private |
& £ images =l Microsoft Office
ﬁj inde. bt | Uﬂ"ﬂﬁ
— * HTML Tables II:

Table and cell vadths | —
(30-min course)

* Tips on 'Web page
layout

* Top tips for
FroetPage

More. ..
Search For:

Example: "basic tutorials”

0:01@56Kbps 292x254 [Defauk [Custom 7

YWigwy huttons
M ain vigw wind o Default settings

Custom settings

ed in Microsoft i
, or “free- ing’ i

Folder List pane — displays the Web site folders and files in a directory tree.

I I
! Dowenload time FPage size J

Main view window — page or site related views appear in this space.
Site and page tabs — to toggle between various pages in the Web site.

Task panes — contains tools that are automatically made available when certain
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tasks are performed.

View buttons—change the workspace view by clicking buttons located at the
bottom of the interface.

Download Time — specifies the time it will take for the current page to
download at a specific modem speed.

Page size - the dimensions of the page in pixels.

Default and Custom — to access the page Properties dialog box.

Creating New Pages

Opening a New Page
e When you open a new blank page, it appears in the Page view:

[E] Microsoft FrontPage - new_page_1.htm [_ (O] =]

© Fle Edt W¥ew Insert Format  Tools  Table Datas  Frames  Window  Help

N-Z-dhaB- P saadv-c-HodTef

: Marmal + Times Mew Roman - B I UIEEZE = ahr A - E
Jnew_page_l.htm x EEetting Started * X
BE=E ] e

=l Microsoft Office Online

| :

* Tips on Web page layout

‘irus prokection: Best practices

* Display a photo gallery on vour
web site

Mare...

Search for:

page-main-f.hkm
tonik-card.htm

E More...
v
ElSpIit H code QU Preview Jﬂ » | |_‘] Creake a nevaage or sike... :
[ [0:01@SeKbps 367 x 380 Default [Custom 2
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Adding new pages

e From the main menu, choose File > New. The New Task pane opens on the
right side of the screen.

e From the New task pane choose Blank page:

éNew T X

New page
] Blank page
ERCT q ]
[aF] From existing page....
More page templates. ..

Saving pages
¢ From the main menu, choose File > Save

OR press the Ctrl + S key combination.

e If you previously saved the file, it is updated in its current location under its
current name. If this is your first time saving the page, the Save As dialog box

opens:

savel: [ My webs Sl @ -2 Q@ % Ly - Teas~

I _private
|_)images

My Recent |5y myweb
Documents

e Save in locationgisseor
o Select the appropriate file type from the Save as type drop-down menu. While
creating your web page, you should save it as Web Pages.

Opening pages
¢ From the main menu, choose File = Open
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OR press the Ctrl + O key combination.

e The Open File dialog box opens:

Open File “B
Lockini (8] mywebs @3 Q@ X - Took~
| ) _private

| dimages
My Reecent b desktap.ini
Oocumets

éj new_page_z2.htm

My Computer
g File ! - -
T Dame: | [ e
Places Files of type: [all Files (%) = Cancel n

e Locate and select the desired file, and click Open.

Note: FrontPage 2003 has removed the Navigation toolbar from the
application. There are now 31 new Task panes that have been added to
FrontPage 2003.

Using Page templates
o Page templates are pre-formatted web pages provided with FrontPage 2003.

e Depending on the type of information you want to present, you can select the
template you need and use it as a basis for your own page.

ee
emplates dialog box|appears:

New page

] Blark page
2] Test file
5] From existing page...

More page templates., .
New Web site 1 .:l

In the Page Templates dialog box, select a template. Click OK:
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The template page opens. You can now enter the content of your web page
into the format provided.

Using Page Properties dialog box

The Page Properties dialog box allows you to configure your web page. It
consists of tabs where properties such as background and margin settings can
be specified.

From the main menu, choose File > Properties:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 20 - FrontPage 2003 - Foundation Level Manual

Using the General tab

o The General tab allows you to specify the location (URL) and title of your page.
¢ Sound files can also be included to be played when the page opens (if such files
are supported by the browser):

Page Properties HE

General | Formatting I Advanced I Custom I Language I

Location: Jurisaved: {ffnew_page_1.htm
Title:

Page description:

Base location:

|
Keywaords: I
|
|

Default target Frame: 7 |
EBackground sound
Location: | Browse... |
Loop: Ig ﬂ v Farever
Ok I Cancel

Using the Formatting tab
¢ The Formatting tab allows you to configure Background and Colors options.

e You can specify a picture to be used as the page’s background, create effects
when users move the mouse pointer over hyperlinks on your page, as well as
set the colors for the background, text and hyperlinks:

Page Propertias

7| visted hypernk: | n—— |
Active hyperink: | INEE— ~ |
oK I Cancel I
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Using the Advanced tab

e The Advanced tab allows you to specify Top, Left, Bottom, and Right margins
for your page.

¢ Additionally, Body style and Rollover style can be specified.

e The Advanced tab can also enable you to do Design-time control scripting:

Page Properties HE

General I Formatting Advanced |Cust0m I Language: |

Margins
Top Margin: || i’ Fixels Iaragin Width: I :I Pixels
Left Margin: I i’ Fixels IMargin Height: I :I Pixels
Bottom Margin: I ﬁ Fixels
Right Margin: I ﬁ Pixels

Shyles

Body style. .. | Rollover stvle... | T Enable hyperlink rollover effects

Design-time control scripting

PlatFarm:

ICIient {IE 4.0 DHTML) |
Server:
I\-'BScript |
Client:
IJavaScript j

Ok I Cancel

Creating a New Web File

Using Web site/templates

o Web site templates are|pre-formatted web sites, complete with themed. pages
anda link structure.

e The templates, provided by FrontPage 2003, are designed to suit different
contexts.

¢ Depending on the type of web site you want to create, you can select the style
you need and use it as a basis for your own site.

To open aweb site template
e From the main menu, choose File = New.
o The New Task pane opens on the right side of the screen.
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e Choose More Web site templates, and the Web Site Templates dialog box
appears:

New Web site
One page 'Web site, ..
SharePoint team site...
‘Web package solutions...

IMore Web site templates. l(\U‘_rr}

¢ In the Web Site Templates dialog box, select a template and click OK:

Web Site Templates

Generdl | packages | Sharepeink Services |

g 8§ 9 g [

One Page Corporate Cuskomer Diatabase ‘Opbons
‘Web Site Presen...  Support'W...  Interfa... Specify the location of the new Web site:

@ @ @ . |C\Documents and SettingsiMy Doc. = |
Discussion  Empty Web  Import web [ eb alizabo |

‘Wb Sit... Site Site Wizard I Addto Web ske
I™ | Encrypted canmection requred (551

g & o

Project Web  SharePoink
Site Team Ske Create a personal Web site with pages
on your inkerests, photos, and
favorite web sites,
(o ] _coml |

e You can now enter the content for your website into the structure provided.

Opening aweb site
e From the main menu, choose File > Open Site:

AMPLE

e The Open Site dialog box opens:

Save As...
Publish Site...
=4 Brink..  Chrl+p

Properties. ..

Exit
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g
5

ILijDw.menls 'I@'ﬂ'ﬁk&ﬂ'“‘*'
Sy ek

SN ia) (@

<

My

My

Computer
Places Canicel

e Locate and select the desired file. Click Open.

Closing a web site
¢ From the main menu, choose File > Close Site:

File | Edit  Wiew  Inserl
Mew. .,
[ Open. CtHO

Close

E Open Site..,

B zave Ctrl+g

Save As,.,
Publish Site. ..

=4 Print...  Chr4P

Properties, ..

SAMPLE

o Open the web site you want to delete. From the main menu, choose View >
Folders:
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[davigation
|2y Hyperinks

2 Taske
Folder List  Alt+F1
TaskPane  CirisFL

Toolbars 3

Note: Before you delete a web site, be sure that you have no more need for it.
Once deleted, there is no undo.

¢ From the main menu, choose Edit > Select All

OR press the Ctrl + A key combination:

Edit | Miew Insert Farmat |

9 und

& ed et

% o ChrH%

23 Copy ChrHC

oty Office Clipboard. ..

@/ raet i
Paste 5pact|

K Delete

A End... ! e

2 Replace... ChrkH

¢ From the main menu, choose Edit > Delete:

" M__m‘mt Jook Table [aa Frames !
s CJAR-V LB <
& Cut Cutex fiE—=ln s U

ts af | SestigsSand

like to de

Are vou sure you want ko delete *_Fpelass"?

2)

Items to delete:

_fprlass _owverlay _private _themes images photogallersy
aboutme. hkm Favorite, htm Feedback. hitm indes. hkm
inkerest. htm photo, htm

es Yes to Al Mo Cancel
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e A second Confirm Delete dialog box will appear. Click Yes to confirm your
selection:

Confirm Delete

How would you:

e Explain HTML basics?

e Name files?

e Use the FrontPage 2003 workspace?
e Create new pages?

e Save pages?

e Open pages?

¢ Use Page templates?

e Use Page Properties?

o Use a Web site template?
e Opena Web site?

e Close a Web site?

e Delete a Web site?

SAMPLE
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Views

When you have completed this learning module you will have seen how to:
e Use the Views menu

e Use the Page view button

e Use the Folders view button

e Use the Reports view button

¢ Use the Navigation view button
e Use the Hyperlinks view button
e Use the Tasks view button

e Use the Menu bar

e Use the Formatting toolbar

e Use the Page View windows

¢ Use the Design View window

e Use the Code View window

e Use the Split View window

¢ Use the Preview View window

Moving Around the Workspace

Using the Views menu
e The Views bar in FrontPage 2003 is now part of the main menu toolbar, under

View:
QT Insert Formst  Tot
# Page
Folders
ﬂ Refote Web Site
9] Reports »
G Navigation
iy perlinks
<) Tasks
e
,Amay ¥
e

This new feature gives you a larger workspace and allows easier access to the
view selections which display different types of information about your web site.

Using the Page view button

e The Page view displays individual pages. Itis in this window that you can
create a page:
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Wiewy | Inserk  Formabt  Toc

Falders
et

Rermote Web Site
Reparts »
Mavigation

Hyperlinks

Tasks

&g B 5

Using the Folders view button
o The Folders view displays the folders and files that make up your web site:

View | Imsert Format  Toc

Page

@ Remate Web Site
=

Reporks ]
E& Mavigation
ng Heypetlinks

@ Tasks

Using the Reports view button
e The Reports view displays a Site Summary that provides access to different
diagnostic and statistical reports about your web site:

Using the Navigation view button
¢ The Navigation view displays information about the navigational structure of
your web site:
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Wiew | Insert  Format To
¥ Page

[ Folders

L,% Hyperlinks

@ Tasks

Using the Hyperlinks view button
o The Hyperlinks view displays information about the hyperlinks on a page:

Yiew | Insert  Format  Too
|§] Page

[ Folders

=
=
Mavigation

@l Tasks !

Select a file from the Folders List to see a map of the hyperlinks in the file.

Remote Web Site

Reports 3

Using the Tasks view button
The Tasks view displays a list of assigned tasks, which is useful when creating a

web site in collaboration with other developers:

Yiew | Insert  Faormat  Too

Page

|
[ Folders

Mawvigation

an rio

Using the Menu bar
e The Menu bar (main menu) provides access to various menus:

© Fle Edit Yiew Insert Format  Tools  Table Data  Frames  Window  Help
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It is also the main point of access for FrontPage 2003 help.

Using the Formatting toolbar

¢ The Formatting toolbar allows you to configure font, alignment, list, and border
settings.
o It also provides tools for highlighting and changing the color of text:

Formatting x
rotrnal ~  Times Mew Roman > 3(lzp) - | B I U

ZEED-Y-A-

1|

i

(I

=,

Pd

1
|

Using Document tabs

e Each page you create has its own Document tab which displays the page’s
name as an HTML file. If you have several pages open at once, you can click on
the tab to view the desired page:

Web Site new_page_l.htm*-\kSchedules.htm
ie=n

Changing the Page Window

three diffi nt

ign| B aplit El Code A Preview

Using the Design View window

e The Design window presents your working document.

¢ In this window, you create, design and edit pages using the features and tools
provided with FrontPage 2003:
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@ Microsoft FrontPage - C:A\Documents and 5 ettingsiMy Documents'\My Webs\myweb10hab Hm E

‘ Ble Edt Wew Insert Formst Jooks Tsble Data Frames Window Help
Nomd - B I U EE N, EEEEW-A B
N-G-dAAD-Ga-F swas9-0-90dT e B
Folder st 1 4 X || |u WebSte | new page_zhtm | feechackhtm | aboutme htm

) C:\Documenkts and Setking |_|¢I:|‘.| >

B ) fpclass EI -

# ) _overlay 4

) _private E

[# ) _themes

® ) images E

[# ) photogalery :‘ About Me |
%4 aboutme. him E
@ Favarie.htm E
3} indes.him : 01/28/04
5J) interesthtm :
2) photo.him H Home elcome to my Web sitely

About Me H

. » Interests his Is & page that can be used: J

" PR P AR s i o s s | -
MDFolder List | SaNavigation Elspt ElCode QPreview I!I I 3
[ 0:01@56Kbps 429 x 254 [Default Custom ¢

M=l =

Using the Code View window

e The Code window shows the HTML formatting language generated by the
application, based on the page you have created in the Normal window.

e Itis this source code that a web browser uses to display the page:

|Ili webSte | new_page_2htm | feedbackhtm | aboutme.htm

v %

Kl <head>
Bl <meta http-equiv="Content-Type" content="text/htul; charset=windows-1252">

B Eliun-"l:il:lv
ﬂ_l

Using the Split View window
e The Split window shows the Design view and the Code view at the same

time:
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<!--webbot bot="Nawvigation" s-orientation="vertical” s-renden
<prenbap</p>

</

<td valign="top” width="5" style="border-right-style:none; bc
<ol

<td valign="top" width="100%" height="100%" 3r.yle="horcler—ri
<h3 align="left">Welcome to ny Web site!</h3>

LEENEEES

<p aligm="1left">This is a page that can be used to describe ¥
or professional experiences.snbsp; You can post a resume if %

Using the Preview View window
e The Preview window shows what your page might look like when viewed in a
browser:

aboutme.htm

. zave or publizh the page, and pr

About Me

01,/28/04

‘Web site!

How would you:

e Use the Views menu?

e Use the Page view button?

e Use the Folders view button?

¢ Use the Reports view button?
e Use the Navigation view button?
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e Use the Hyperlinks view button?
e Use the Tasks view button?

¢ Use the Menu bar?

e Use the Formatting toolbar?

¢ Use the Page View windows?

e Use the Design View window?

e Use the Code View window?

e Use the Split View window?

e Use the Preview View window?

SAMPLE
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When you have completed this learning module you will have seen how to:
e Use the Create a new normal page button
e Use the Open button

e Use the Save button

¢ Use the Find button

e Use the Publish Web button

e Use the Toggle Pane button

e Use the Print button

e Use the Preview in Browser button
e Use the Spelling button

e Use the Cut button

e Use the Copy button

¢ Use the Paste button

e Use the Format Painter button

¢ Use the Undo button

e Use the Redo button

o Use the Web Component button

e Use the Insert Table button

e Use the Insert Picture from File button
e Use the Drawing button

e Use the Insert Hyperlink button

¢ Use the Refresh button

e Use the Stop button

e Use the Show All button

¢ Use the FrontPage Help button

e Customize Tools

e Use the Style drop-down list

e Use the Font drop-down list

o Use the Font Size drop-down list

e Use the Font Style buttons

¢ Use,the Text/Alignment buttons

o Use the Font Sizegbuttons

e Use the List buttons

e Use the Indent buttons

e Use the Borders button

e Use the Highlight button

e Use the Font Color buttons
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The Standard Toolbar

Create a newy normal page —
Search ¥yeh i i Format Inzert I:II-'I:r'I_Dunr'I3 In=zert I_SaI\I-FéI\g
Save Prirt Speling Copy Pairter Redo Takle File Hyerlink  Stop Anchors
| I I I | | L | | I I I
N-E-AAE-as-Y B c-BEHES L 20 T 00

I | [ I I I I I I I I I I

Qpen Fired Togole Previesw Cut Paste Unco Wieh Drawing  Refresh  Show Help
pane companent All

Using the Create a new normal page button

e The Standard toolbar allows you to access key FrontPage 2003 functionality
quickly.

e You can customize the toolbar to include buttons for commonly used features
or tools.

o The first button on the left side of the Standard toolbar creates a new, blank

page:

Standard
NETFEEN

Create a new narmal pagel

Each page you open appears on its own tab with the name new_page_ #.htm
on it.

¢ The Create a new normal page button drop-down list allows you to open
various page and web templates:

Using the Open button
e The Open button from the Standard toolbar allows you to open an existing

file: 1=~
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¢ When you click the Open button, the Open File dialog box appears:

tookin: [ My webs o @- 3 QK - Tedse
Lé imywehlﬂ

My Recent

Documents

My Computer

iii File name: || ﬂ |
My Netwark,

Ploces  Fies of type: [l Fies (%) > [_comal ]

e Use it to locate the file you want to open.
e The Open button drop-down list allows displays two options:

Open — to open a file.
Open Site — to open a Web site:

S-ld a2 m-
[ open.. Ctrl+o
E Open Sike...

Using the Save button

e The Save button from the Standard toolbar allows you to save the current file:
= the:  New Page3 Change tite.... |
g M

in its current location i
i he ve As di
Fie name: hewjage_:.htn’] = Save

- [ s ]
Places  Save & tipet [wieh Pages (*.him;* htmi;*,shtml;* shim; * stm; * 25032 7] Cancel _|I

=l

My Computer
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e Provide a file name for the page or web and ensure the Save in location is
correct.

o Select the appropriate file type from the Save as type drop-down menu.

Using the Find button
e The Find button from the Standard toolbar allows you to search the page for

specific instances of text: 4
e When you click the Find button, the Find and Replace dialog box opens:

E& Find and Replace [_ O] x]
Find |Replace I HTML Tags I
Find what:
A
HIFL Rules. .. Cleat rules
Search options
Find where: Direction: Advanced:
" pll pages o all [ Makch case
" Open pagefs)  Up ™| Findlwhole word arly
" Selecked pagels)  Down [ lgnore whitespace differences
@ Current page I Regular expressions
I™ | Find in surce code: Query: | el
Find ext I Close I

¢ Specify what you want to search for and the Search options you want to use.

Using the Publish Site button

e The Publish Site button from the Standard toolbar allows you to specify where
you want to publish your web: =

e . When you click the Publish 'Site button, the Remote Web Site Properties
dialog,box opens displaying three tabs:

Remote Web Site — enables connection to a site on a remote server!

Optimize HTML — optimizes the HTML code when publishing files to a remote
site.

Publishing — options for publishing updated files to the remote site:
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Femote Web Site Properties

Using the Toggle Pane button
e The Toggle Pane button from the Standard toolbar allows you to select a
second view that you can add to and remove from the window quickly:

Folder List  Alt+F1

Mavigation Pane

[5) images

[5) photogallery
% abautre. him
Favorite, htm
% Feedback.htm
ot indesc.hitm

Navigation Pane:
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Mavigation Pane =

EdlWelcome ba me

D About Me
D Interests
D Favorites
D Photo Gallery
D Feedback

e Click the Toggle Pane button again to return to the original, single-pane view.

Using the Print button
o The Print button from the Standard toolbar allows you to print your

document: =
e When you click the Print button, the file is sent to the default printer.

Using the Preview in Browser button
e The Preview in Browser button from the Standard toolbar allows you to view

- - a’:" -
your page or web site in a browser: | =%

¢ When you click the Preview in Browser button, the current page is displayed
in the default browser:

Note: You must save the file before you can preview it.

Using the Spelling button
o The Spelling button from the Standard toolbarallows you to check for'spelling
errors on your page: v

o “When,you click the Spelling button, the Spelling:dialog box opens. Use'it to
correct misspelled words.

Using the Cut button
e The Cut button from the Standard toolbar allows you to cut selected items

from the page: &
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To use the Cut button

o First select the text or image that you want to remove.
e Then, when you click the button, the selected text or image is removed and
placed on the Clipboard.

Using the Copy button
e The Copy button from the Standard toolbar allows you to copy selected items

so that you can paste them somewhere else: i

To use the Copy button
e First select the text or image that you want to copy.

e Then, when you click the button, a copy of the selected text or image is placed
on the Clipboard.

e The copied item can now be pasted to another location.

Using the Paste button
e The Paste button from the Standard toolbar allows you to paste the text or

image currently on the Clipboard to another location: ke

To use the Paste button

e First copy or cut the text or image that you want to paste.

e The item is placed on the Clipboard.

o aPlace,the cursomin the location wherewyou wantithesitem torbe pasted!

e Click the Paste hutton, and the copijed item is pasted to the location you
choose.

using'the Format Painter button
e The Format Painter button from the Standard toolbar allows you to copy the
formatting (font and line characteristics, etc.) from one instance of text on

your page and apply it to another: J

To use the Format Painter button
¢ Place the cursor on the text which has the formatting you want to copy.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 40 - FrontPage 2003 - Foundation Level Manual

Click the Format Painter button and then use the mouse to select the text to
which you want to apply the formatting.

Using the Undo button

The Undo button from the Standard toolbar causes your document to revert to

the state it was in before your last action: oS

Click the Undo button multiple times to move sequentially back through your
actions.

Using the Redo button

The Redo button from the Standard toolbar causes your document to return to

the state it was in before you used the Undo button: ¢ -

Click the Redo button multiple times to move sequentially forward through the
actions that were undone.

Note: Whatever you undo, you can redo.

Using the Web Component button

The Web Component button from the Standard toolbar allows you to add

features and effects to your web page: =
When you click the Web Component button, the Insert Web Component
dialog box opens:

Ingert Web Component

i (ol
Q) Wweb Search

ﬂ Spreadehests and charks/
[1z3] Hit Counter

Find compenents
::Sh::web e e

Select a FrontPage component from the Component Type listand then
configure it with the available options.
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Note: Some selections activate the Next button, which you can click to further
modify the component you have chosen.

Using the Insert Table button
e The Insert Table button from the Standard toolbar allows you to add a table
to your web page: =

¢ When you click the Insert Table button, you can specify the dimensions of the
table you want to insert:

e In the popup grid, highlight the required number of rows and columns.

Using Insert Layer
e The Insert Layer button from the Standard toolbar inserts a “floating” box,

into which text or images can be placed: o

e The most recent layer added to the page will be placed over previously inserted
layers.

Using the Insert Picture from File button
o The'lnsert Picture from File button from the Standard toolbar allowsyou to

select a stored graphic file that you/want to add to your web page: fﬂ

o Whemyou click the knsernt Picture from Filegbutton, the [Picture dialog box
opens:
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Pictee ________________________________________ HEH|
| & Sampis Pictures = @- 3@ X Ly - Tods~

(¥ Elue hils. jpo

) sunset.jog

Bwaler Hies_jpg

(B wirker.ipg

O (sl |

o | =
Files of bype: InlPbctures(“.tj:“.1pg,".pn;;“.hm,".wnf,'".dh] ;l I Cancel _|I

z

e e |

e Locate the picture you want to add and click Insert.

Note: Itis recommended that you place the graphic in the current project’s
Images folder before you add it to a page.

Using the Drawing button
o The Drawing button from the Standard toolbar allows you to access artistic
tools: |

e When you click the Drawing button, the Drawing toolbar opens:

riallows you to create
the Insert erlink log box
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Insert Hyperlink
Link to: Texk to display: | ScreenTip.. . |
=] Loak in: mywebl 0 j | @l |;”‘|
Existing File or
weh Page éj aboutme. htm {open} - Bookmark. .. |
ﬁ:grﬁjent & ] Favarite.htm {open)
i alder Qj feedback.htri {open) Target Frame... |
Place in This @j inkerest, htm {open)
Document Browsed |&] new_page_2.htm (unsaved) Parameters. .. |
Pages @j new_page_3.htm (unsaved)
I _derived Style... |
Create Mew Recent 2 fpelass
Document Files (I _overlay
| _private :I
Address: I LI
E-mail Address
o4 | Cancel

e Create and configure the link.

Using the Refresh button
e The Refresh button from the Standard toolbar reloads the document to display

the most recent version: El
e Use this button to revert to the last saved version of your document.

Using the Stop button
e The Stop button from the Standard toolbar stops the process of loading a web

page: 9

Usiagethe Show All button
e The Show All/button from the Standard toolbar makes all the text and format
markers in your document visible: When you click the Show All button a second

time, all the markers are hidden. '

Using the Show Layer Anchors button
e Anchors, or bookmarks, are hyperlinks that link to other areas within the
same document. When the Show Layer Anchors button is clicked, all anchors

(or bookmarks) inserted into the document are displayed:
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Using the FrontPage Help button

The Help button from the Standard toolbar allows you to access FrontPage

Help: @.
When you click the Help button, the Microsoft FrontPage Help window opens.
Use it to navigate the help system to find the information you require.

Customizing Tools

FrontPage offers customizing tools which let you add and remove buttons
from the Standard toolbar.

You can also customize your workspace by showing and hiding toolbars for
different features.

To customize toolbars

Click the small down-arrow at the end of the Standard toolbar to open the
drop-down menu:

Show Buttons on One Ro

Add or Remove Buttons =

If you choose Show Buttons on One Row, all the Standard and Formatting
toolbar buttons appear on one row above the display window.

If you choose Add or Remove Buttons, the Customize dialog box opens. Use
it to customize the Standard toolbar to better suit your needs.

mattinep Tool

Increase
Fort Mumberi =il Forit
Size Bullet

Mormal - Werdana -3(zpty - | B I U |§§ e I T R e
Fort Bold  Undetline C.ﬂélll_%gr Justify De%erﬁse Bullet= A ngl*D'qungt
Size Inclent
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Using the Style drop-down list
e The Formatting toolbar enables you to select paragraph styles, and configure
font settings such as size and color.

e You can also use it to align text, insert tables and lists, and highlight
sections of text.

e The Style drop-down list from the Formatting toolbar allows you to format
text with paragraph style tags:

. Werdana
-
T Bulleted List
a4 Default Character Skl
W Defined Term
1 Definition
1 Directory List

7 Formatted

1 Heading 1

¥ Heading 2

¥ Heading 3

¥ Heading 4

T Heading 5

¥ Heading &

1 Menu List

1 Mormal

1 Mumnbered List

e A style tag, such as Heading 1 or Bulleted List, contains pre-defined settings
for font, font size, line spacing, and indentation.

o When you select a style tag from the list, the settings it contains are applied to
the paragraph in which the cursor is currently positioned.

Using the Font drop-down list

o The Fontdrop-down list from the Formatting toolbar allows you to apply a
font to text which you have selected.

e You can choose from all the fonts saved on your system; however, some fonts
are not supported by some browsers and may appear differently:

Verdana
(default font)

ADMUIELG

AtAEEm
T Aidale iono 1A b0 0 T OADY
T Arig. SSi

T Arial Alternative b

T Arial Black

HpdviatioiGspace ADGAE T Gh | |
S hnalNarmow

i Arial Rounded MT Bold |

To apply a font

e Use the mouse to select the text to which the font is to be applied.
e From the Font drop-down list, choose the font you want to apply.
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Using the Font Size drop-down list
e The Font Size drop-down list from the Formatting toolbar allows you to
change the font size of text which you have selected:

To change the font size

¢ Use the mouse to select the text that you want to make larger or smaller.
e From the Font Size drop-down list, choose the size of font.

Using the Font Style buttons

o The three font style buttons (Bold, Italic and Underline), located on the
Formatting toolbar, let you bold, italicize and underline selected text:

B I 1

To apply a font style

e Select the text to which you want to apply the font style.
e Choose the style or styles to be applied.

e You can apply these font styles cumulatively.

Using,the Text/Alighment puttons

o The four textalignment buttons (Align Left, Center, Align Right and
Justify) located on the Formatting toolbar, enable you to specify how text is
pesitioned and aligned on the page:

To specify alignment

o Place the cursor on the line or paragraph you want to format.
e To align more than one line or paragraph, use your mouse to select them.
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e Choose the type of alignment by clicking one of the alignment buttons:
Align Left - lines begin at the left margin (left justified).
Center - lines are centered on the page.
Align Right - lines end on the right margin (right justified).

Justify - lines begin at the left margin and end at the right margin.

Using the Font Size buttons

o The two font size buttons on the Formatting toolbar let you increase and
decrease the font size incrementally:

A W

To change the font size

¢ When you click the Increase Font Size button, the selected text (or any text
typed after the current location of the cursor) increases in size.

¢ When you click the Decrease Font Size button, the selected text (or any text
typed after the current location of the cursor) decreases in size.

e The most current size is displayed in the Font Size list box.

Using the List buttons

e The two List buttons from the Formatting toolbar allow you to create ordered
andynon-orderedylists:

An ordered list is a sequential series of items that are numbered to specify an
order.

A non-ordered listiis a non-sequential series of items marked with bullets or
dash characters:

i— a—

To create lists
¢ Place the cursor where you want to begin the list.
e Choose either the Numbering or the Bullets button.
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¢ When you have finished the first item, press Enter and continue with the
second item.

¢ When you have finished the list, click the Numbering or Bullets button again.

Using the Indent buttons

e The Indent buttons enable you to increase or decrease the level of indentation
incrementally:

i
m
¥
m

To change the level of indentation
e Each time the Increase Indent button is clicked, the text in which the cursor is
resting is indented one level.

e Each time the Decrease Indent button is clicked, the text in which the cursor is
resting moves back one indentation level.

Using the Borders button

e The Borders button from the Formatting toolbar allows you to format borders
for tables and text:

| x

e From the Borders button drop-down list, choose the type of border you want to
apply to the selected table or line of text:

Using the Highlight button

o The Highlight button from the Formatting toolbar enables you to apply a
highlight color as a background for selected text:

Elg;:l'v
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The button’s drop-down list allows you to customize the highlight color:

| O Autarnatic |
Standard Caolors

E(EEEENEN
ONEECOENEN
Theme Colors

EEEEEO

More Colors,,,

To highlight text

Use the mouse to select the text that you want to highlight.
Click the Highlight button. The chosen color highlights the selected text.

Using the Font Color buttons

e The Font Color button from the Formatting toolbar enables you to change the
color of text:

A -

To change the font color

Open the Font Color button’s drop-down list and choose a color:

AVIPLE

If the color you want is not on the list, choose More Colors.

If you have selected text, then the color you choose is applied to the selected
text.

If you have not selected text, then the color you choose is applied to the text
you type next.
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Review Questions

How would you:

e Use the Create a new normal page button?
e Use the Open button?

e Use the Save button?

e Use the Find button?

e Use the Publish Web button?

o Use the Toggle Pane button?

e Use the Print button?

e Use the Preview in Browser button?
¢ Use the Spelling button?

e Use the Cut button?

¢ Use the Copy button?

e Use the Paste button?

e Use the Format Painter button?

¢ Use the Undo button?

e Use the Redo button?

¢ Use the Web Component button?
e Use the Insert Table button?

o Use the Insert Picture from File button?
¢ Use the Drawing button?

e Use the Insert Hyperlink button?
¢ Use the Refresh button?

e Use the Stop button?

¢ Use the Show All button?

¢ Use the FrontPage Help button?

e Customize Tools?

o Use the Style drop-down list?

e Use the Font drop-down list?

o «Use the Font Sjzé drop-down list?
e Use the Font Style buttons?

e aUse the Text/Alignment buttons?
¢ Use'the Font Size buttons?

e Use the List buttons?

e Use the Indent buttons?

e Use the Borders button?

e Use the Highlight button?

e Use the Font Color buttons?
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When you have completed this learning module you will have seen how to:
e Add text

e Edit text

e Align text

e Create bulleted lists

e Add paragraphs

Working with Text

Adding text

To add text to a new blank page

¢ Type and format the page using the tools on the Formatting toolbar.
e Align the text to suit your design needs.

¢ Add bulleted lists to help you organize information.

To add text to a page template

e Place the cursor on the page element (section or heading, etc.) to be
customized, and then type over it.

SAMPLE
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End of the preview sample

‘ 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:/MWwww .cheltenhamcourseware.com

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

The IT Computer Courseware Library

m
A complete library of quality training courses ﬂ@ ’ ’0.3

Includes Windows 7 and Office 2010 Courseware j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 Y |

The'mostcost effectiveicoursew aressolution foryour IT
fraining needs. Get ALL our courses, and all new courses WEb Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library',
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