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Introduction to FrontPage 2002

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

e Add new pages

e Save pages

e Open pages

¢ Remove pages

e Use Page templates

e Use the Page Properties dialog box
e Use the General tab

¢ Use the Background tab

¢ Use the Margins tab

e Use web site templates

e Open a web site

e Close a web site

e Delete a web site

What is FrontPage 20027

What's new for 20027

e Microsoft FrontPage 2002 incorporates many new design tools as well as
new web site maintenance and administration features.

An HTML overview

of "Hypertext Markup Language (HTML) is a universal formatting language used
by web'site developers to create web pages.

o _FrontPage 2002 'generates HT ML for you while you design web pages ima
word processingsenvironment'with'specialized design tools.

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

.htm
OR

.html.
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Creating New Pages

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

K Microzoft FrontPage - C:AMy DocumentsiMy Webs\myweb13\new_page_6_htm

Table Frames ‘Window Help

-~ File Edit Yew Insert  Format  Tools
D3 HueE- Sy i ea0a e D 1o
~sazm - A & EE O 2 -A -

Mormal + Century Gothic

Yiews new_page_6.htm* aS
[

i

Page

i

Folders

=

Repoarts

A

Mavigation

£y

Hypetlinks

Tasks
[
Cnarmal | EIHTML ChPreview Ij j
== = »

ED[Enw'[§q|.ﬁ.gtn35ha|:es'\\q|:|c::a"‘|§||&'$’vlﬁv_ ..... = 7
EJ = 0seconds over 288

In W pa
rom the File , cho ew e e w Page Web
ens ght side of the screen:
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A % New Page or Web - X

Open a page
Favorite. htm

inkerest. htm
aboukme, htm
Red.gif
ﬁ’- More pages. ..
New
[ Elank Page
Ernpty Weh

Mew from existing page
Ej Choose page. ..
New from template
Personal Wweb
Empty ‘Web
Page Templates. ..
weh Sike Templates. ..
@ Templates on Microsoft, com

¢ Under New, choose Blank Page.

Saving pages
¢ From the File menu, choose 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.

o If this is your first time saving the page, the Save As dialog box opens:

= -5 @ X0 todks-

MNew Page 1

e Page tithe:

PLE

o Change tite... |
T e [oorEmEm
oy ek = [ s
Save as type: IWeb Pages (*,hbm;* himl; *, shitrl;*, shitm; ".stm,-‘.asp;*.e;l Cancel L
= L

¢ Provide a file name for the page and ensure the Save in location is correct.

e 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.

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



Page 9 — Microsoft Frontpage XP - Foundation Level Manual

Opening pages
e From the File menu, choose Open

OR press the Ctrl1+0O key combination.

The Open File dialog box opens:

Open File EHE
Lookin: [0 myweb13 =« -5 @ X i Took~
Jimages
JI _Jphotagallery

¥ feedback htm
" ]inde:. htm

K3 photo. bt
Desktop
£3
Favorites
& Flename: | =l Open |~
My Network |
Places Files of kype: IWeh Pages (*.htm,'*.I'l]rl;'.shtml,'*.shtm;‘.shn;*.asp,‘*.c'zl Cancel

e Locate and select the desired file. Click Open.

Removing pages

To remove pages from awebsite:
e From the Views pane, choose Navigation:

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
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Wigws

EU

Folders

=

Reports

W

Mavigation [,\}
c ]

Ex

]
Hyperlinks

&

Tasks

¢ In the navigation window, select the page you want to remove:

Welcame ko ...
-

[ I
about Me Interests I3|

I
Favarites Photao Gallery

;
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¢ From the Edit menu, choose Delete

Ed |
&3 Can'tlUndo  CtrH4Z
& ot Chrls
Copy Chrl+C
% Office Clipboard. ..
B Pt Chri-y
?—I
Seféct Al Chrl+a
@% Find... Chrl+F
Tasks 3
¥

Using Page templates

¢ Page templates are pre-formatted web pages provided with FrontPage 2002.

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.

To use atemplate:

e From the File menu, choose New = Page or Web.

¢ The New Page or Web pane opens on the right side of the screen.
¢ Under New from template, choose Page Templates:

MPL
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Page Templates HE

General |Framespages|stﬂeshads|

5] 8] 8] jnE
— — —

[NEEERY  eblography  Corfimation  Feedback Options
Form Form I™ Just add web task
o= | gE - I~ Open in current: frame
%] 8] —
FormPage  Frequently  Guest Book Marrow, Create a blank web page.
‘Wizard Asked Q... Left-align...

5] § 9§ 9]

Marrow, One-column  One-column  One-column © Preview
Right-align. .. Body Body with ...  Body with...
] g g
One-column One-column One-column One-column
Body with...,  Body wit... BodywithT... Body wit...
] @] @] @] o
| OK I Cancel I

e The template page opens. You can now enter the content of your web page
into the format provided.

Page Properties

Using Page Properties dialog box

e The Page Properties dialog box allows you to configure your web page. It

consists of tabs where you can specify properties such as background and
margin settings.

SAMPLE
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e From the File menu, choose Properties:

CtrH-O

B
[QI

Open Web. .,
Close Web

O W

Save kS

Save fs...

Publish Wweb...

Freview in Browser, ..

M &

Print... Chrl+P

| Properties. i

Recent EileshE 3

Recent Webs 3

¥

Using the General tab

e The General tab allows you to specify the location (URL) and title of your page.
You can also include sound files to be played when the page opens (if such files
are supported by the browser), and you can also specify scripting languages:

Page Properties [ 7]

General | Margins I Custom | Language I Workgroup I

Location: IFiIe:,l',l',l'C:,l'My Daocurnents My Webs/mywebl3inew_page_
Title: |New Page 1

Base location; I

Defaulk target frame: | j

o I Cancel

Using the Background tab
¢ The Background tab allows you to configure formatting and color options.
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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 Properties [ 2]

General  Background |Margins| Cuskorn I Languagel Workgroup I

[T Wakermark

I Browse, ., Properties. ..

[~ Enatle hyperlink rollover effects

Rollawver stale,, |

Colors

Background: [ automatic vl Hyperlink: B Automatic 'I
Text: M sutomatic "I Yisited hryperlink: W automatic vI
Bekive hyperlink: B Automatic vI

[~ Get background information from another page

I Browse, .. |
[0]4 I Cancel

Using the Margins tab
e The Margins tab allows you to specify top and left margins for your page:

Page Properties H

o I Cancel

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



Page 15 — Microsoft Frontpage XP - Foundation Level Manual

Creating a New Web File

Using web site templates
o Web site templates are pre-formatted web sites, complete with themed pages
and a link structure.

o The templates, provided by FrontPage 2002, 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 File menu, choose New > Page or Web.

o The New Page or Web pane opens on the right side of the screen.
e Under New from template, choose Web Site Templates:

Mew from template
Personal Web
Emphy wWieh
Page Templates. ..
web Site Templates. ..

@ Template% Microsaft, com

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

Weh Site Templates

W o 5] & [

Corporate Customer Database Options
Presen...  SupportWeb  Interfa... Specify the location of the new web:

|C:'I.W DacumentsiMy wgbs'l,rrryweb:ﬂ

e You can now enter the content for your website into the structure provided.
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Opening aweb site
e From the File menu, choose Open Web:

1=

=0 3

I en... Chrl+0

=

Close

|

Close Web

[H save Chrl+5

Save As...

Publish Weh, ..

@_ Presview in Browser, ..

= T Chrl+P
Properties...
Recent Files »
Recent Webs 3

¥

¢ The Open Web dialog box opens:

Open Web HE
Lockin:  [() mywen13 -] «-B @ X ) EH - Tools~
— |_limages
) | photogallery
History
f.'.'ebj
My Documents

e Locate and select the desired file.
o Click Open.
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Closing a web site
e You canclose a web site by choosing Close Web from the File menu:

1=

= 3

(& Open... Chrl4o

=

Close

% Open Web, .,

H save ! Chrl4-5

Save fAs...

Publish Web...

@. Presvigw in Browser ..,

&h print... Chrl+P
Properties...
Recent Eiles 2
Recent Webs 3

¥

Deleting a web site
¢ Open the web site you want to delete. In the Views pane, choose Folders:

SAMPLE
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Vigws

B%EU

Folders [«\}

=

Reports

W

Mavigation

Bip

Hypetlinks

4

Tasks

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

In the Folder List pane, select the top-level folder and choose Delete from the

=AMPLE

Folder Lisk

_private

images

photog

How would you:

Name files?
Add new pages?
Save pages?
Open pages?
Remove pages?
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e Use Page templates?

e Use the Page Properties dialog box?
e Use the General tab?

e Use the Background tab?

e Use the Margins tab?

o Use web site templates?

e Open a web site?

e Close a web site?

e Delete a web site?

SAMPLE
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The FrontPage 2002 Interface

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

e Use the Page window button

¢ Use the Folders window button

e Use the Reports window button

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

e Use the Main menu bar

¢ Use the Formatting toolbar

e Use Page tabs

e Use the Title bar

o Use Page view windows

e Use the Normal window

e Use the HTML window

e Use the Preview window

FrontPage 2002 Workspace

Using the Views bar

o The Views bar provides six views that display different types of information
about your web site:
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Views

y

Page

@

Folders

&

Reporks

A

Mavigation

ED

Hvperlinks

4

Tasks

Using the Page window button

e The Page window displays individual pages. It is in this window that you can
create a page:

In-ull-l-tn—r-lwuhn—u-l-ﬁb

D-&-BuE0-Say it oe B =
[Norwal = Erabaschet el | K A EE|O-S-A- "
| Ve | e page Rem ﬂ

I_'-:t

[oome [o aypeihages \DDEIJIIIII::IIQ L-A-=7 5
Fix Help, pomts F1 I T 0 encondscom 7B

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

" ift FrontPage - C:-\My Documents\My Webs\myweb1 3

Bl EdR Wiew st Formab  Took  Table  Frames  Window  Help

D-A-HNBE-Sgav/rnasy O BT O *
] I— T JAa~==[0-2-4-
| Fotder st || cantenes of c:apay : |
=/ C\My Documertsipty | Name [ 1ate |
g uJ)maDe [jjmats
] images (Climages
& ] photogalery (Cphotogalery

A EACR

L3
% 5
Falders: argarize files and Folders
i

Frews_page_L.... NewPage 1
%mu_page Zo.. NewPage 2
revi_page_3.... NawPage 3
EMWJW&J.... New Page 4

rew_page 5. NewPage$
pheto.him Phato Gallery

iRisivis

i | YT |
Eoraws [} | Agoshaess N W DO B4 HEE 2-ZL-A-=S=8
[ = |

For Help, prezs F1

&O¥I:

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

& Microzolt FrontPage - C:\My Documents\My Webs\myweb13

Edt  Wlew Insert Format  Tools  Table Frames  Window Help

D-8-HuRE- SRy ey Oe DT D >

iRotst[ M- @ ¥,

f ] & < |==|m-2-4- 7
|

1 e
TIKE  Picture files in the current: Web (GIF, 1PG,
3KB ourrent Web that ¢
150KB rent Web that can
OKB
OKB
153KB

fone [ [auoshspess  WOOEH 4 BB (2-L-A-==5
For Help, press F1 [ = |

FREN A
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Using the Navigation window button

e The Navigation window displays information about the navigational structure of

your web site:

B M iepoll FronlPage - CAMy Documents\My Webi\mymel] 3
| Bl [t Wew Jeet Fomet Toos Tgble  Frames  Window el
ID-%-d_BR-SB¥ bRy O/ EH O 2
) -BRaE.
Il 0| -] A& ClIEE|@-L£-A 7
e |
Page
m ;‘HDDT:E!D
ﬁ "M-;m] rrtwlm] mﬁ]lm»@w]E
E[} i thas Web's structurs for and Ik bars
Panigiation
Hgeribs
e 4] 1 ]
Jowwss [ |apetacar ~ WOO@ARB 2-L-A-==8 7
[~ ] 4

Using the Hyperlinks window button
The Hyperlinks window displays information about the hyperlinks on a page.
Select a file from the Folders List to see a map of the hyperlinks in the file:

& Microzoft FrontPage - C:A\My Documents\My ‘Webs\myweb13
| Ble Edk View Inset Format Tools Table Frames Window Help
iD-2-HuaE v ipas e D 1)

»
»

@
K S|EEB-LZ-4A-

index.hir &

ok =
~ & |[Hyperinks: view hyperinks to and From any page T indlex.htm
Hyperlinks
Tasks
=
1 I KT _'l_I
o b [amosharess N WD OE JRE 2-L-A-==5 2
CAMy D Wy SNirlerest him | = ] 4
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Using the Tasks window button

e The Tasks window allows you to view a list of assigned tasks, which is useful
when creating a web site in collaboration with other developers. This pane also
displays task status and priority:

K, Microzoft FrontPage - C:\My Documents\My Webs\myweb13
Ble Edit  Wew [nsert Format  Tools Table Frames  Window  Help

D-&-WUEHRB- S0V sy 0@ QT @ %
al ' A S[EE(B-L-A-2
Wiews Il Tasks |
X Status Task. 5 To_| Priority | Associated With
L YCompleted Thurmbnails Esley Medium
Page @ Not Started Add conbent ko Editorial - Steph Mediurm
Folders
Reports
Mavigation
-:L-'I-‘@
&
Hyperlinks
81
=
1l | |
. : . BE4ER 2-L-A-==5 7

Using the Main menu bar

e The Main Menu bar provides access to the formatting, editing, viewing and
tools menus. Itis also the main point of access for FrontPage 2002 help:

File Edit Wiew Insert Format Tools  Table  Frames  wWindow  Help

Using thel Formatting toolbar

¢ _The,Formatting toalbar allows you to configure font, alignment, list andgborder
settings. It/alse,provides tools for/highlighting'and changing the color of text:

Ay - - F.
| Mormal ‘Eel:uuchet ms - 301z pt}i B' u

A s |iIZizi&EE -4 -A -

Using Page tabs

e Each page you create has its own tab which displays the page’s name as an
HTML file. If you have many pages open at once, you can click on the tab to
view the desired page:
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&, Microsoft FrontPage - C:\My Documentz\My Webs\myweb13\new _page 8 htm

File Edit “iew Insert Format Tools Table Frames  ‘Window  Help

D-=-Ba & E- &S ¥ Bt e K3 [
Mormal » Times Mew Romman -3(lzphh . B I U = = = =
Yigws | new_page_6.htm* ¥ new_page_7.htm ¥ new_page_8.htm*
Page

Using the Title bar
e The Title bar displays the location of the file in which you are currently working:

%) Microsoft FrontPage - C:AMy Documents\My Webs\myweb1 3\favorite_htm

Changing the Page Window

Using Page view windows

e When viewing a page (in Page view), you can choose from three different
windows that allow you to see different types of information.

e You can access the windows (Normal, HTML and Preview) with buttons on the
bottom, left-hand corner of the Page view:

EIHTML CiPreview ] j

Using the Normal window

of The'Nermal window presents your working decument. In this window, you

create,design and edit pages using /the features and tools provided with
FrontPage 2002:
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Using the HTML window

e The HTML window shows the HTML formatting language generated by the
application, based on the page you have created in the Normal window. It is
this source code that a web browser uses to display the page:

K] Microsoft FrontPage - C:\My Documents\My Webs\mpweb13\favorite.htm

- Fle Edt View Insert Format  Tools Table Frames  Window  Help
DN-Z- Q2 B-8ay e oelRn e

) v »

i | JE=|AS|EiE|m-Z2-A -
x

=

Views / new _page_7.htm X new_page_B.htm* Y Favorite.htm

<htmlx
<head»

Page <meta http-edquiv="Content-Type" content="text/htunl; charset=window:
<meta http-equiv="Content-lanquage” content="en-us">
g <ritle>Favorites</title>

<meta nawe="GENERATOR" content="Microsoft FrontPage 5.0">
Folders <meta name="FProgld” content="FrontPage.Editor.Document™:
<meta name="Microsoft Theme"” content="network 011, default"s

J@ </ head>

<body><table horder="0" cellpadding="0" cellspacing=""0" widch="100%

e The Preview window shows you what your page might look like when viewed in
a browser:
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% Microzoft FrontPage - C:%My Documents\My Webs\mpweb13\favorite. htm

515 gcht View Insert  Format -:19_&5.- -Tg_iaie- Frames .mnam .___ﬂﬁjb--'
N-S2-HR8 B2y 2Ry o- 0@ @ g 2
[ Bl == |As== -2 A
| :..= new_page_7.htm % new_page_8.htm* _Yl'avorite.htm L X|
that may need
- :J
Favorites ~
Folders
@ 01/23/02
Report : ; i
= ; Home Make a list of vour Ifa\mnte _ILI
= *
ﬁ | | Bormal Bl
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Review Questions

How would you:

e Use the Views bar?

e Use the Page window button?

e Use the Folders window button?

o Use the Reports window button?

¢ Use the Navigation window button?
¢ Use the Hyperlinks window button?
¢ Use the Tasks window button?

e Use the Main menu bar?

e Use the Formatting toolbar?
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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

¢ Use the Save button

e Use the Search button

¢ Use the Publish Web button

e Use the Toggle Pane button

e Use the Print button

o Use the Preview in Browser button
¢ Use the Spelling button

¢ Use the Cut button

e Use the Copy button

¢ Use the Paste button

e Use the Format Painter button

e Use the Undo button

e Use the Redo button

e 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

o Use the Show All button

e Use the FrontPage Help button

e Customize Tools

o4 Use the Style drop-down list

e Use the Font drop-down list

o Use the Font/Size 'drop-down list

o Use the Font Stylesbuttons

e Use the Text Alignment buttons

e “Use the Font Size buttons

e Use the List buttons

¢ 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

Using the Create a new normal page button

e The Standard toolbar allows you to access key FrontPage 2002 functionality
quickly.

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

¢ The first button on the left side of the Standard toolbar opens a new, blank
page. Each page you open appears on its own tab with the name
new_page_#.htm on it:

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

[N
D Page...
@] web...

G

Folder
Diocument Library, ..
List...

SUEvEY. .,

<6 5[] [

Task...

Using the Open button

he Standar Ib uto open an
on, the en File log box app
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Dpen File BHE
Lockin:  [(@1 myweb13 -8 & X CiE - Tos-
_images
(;:” photogallery
History abwtme.}'\un
K% favoribe, htm

) feedback, htm

¥ indes. bk

¥ )interest, htm

- new_page_1.htm
L.j new_page_2.htm
¥ rew_page_3.htm
=] new_page_4.htm
¥ nen_page_S.htm

E} ¥ photo. bt
Favorites
@ File: name: -
My Metwark, I |

Open =
Places Files of kype: [web Pages (*.htm;* himl;* shtmi;* shtm; * stm; *. asp;*.c | Cancel _II

e Use it to locate the file you want to open.

e The Open button drop-down list allows you to choose between Opening a file
and Opening a web:

(& Open... Chrl+O
% Cpen Web, ..

Using the Save button
e The Save button from the Standard toolbar allows you to save the current file:

revio urrent location

current name
is isyou

log box opens
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Save As n m
Savein: [ (8] mywebl3 31-v|@>(|°_"iv7mgsv
— r images
;‘3 I - phiotogaliery
History aboutme. it
i Farvoribe.hitm
= Q:A ¥ feedback. htm
y ¥ index.him
Iy Documents . inkerest.htm
F¥]photo.htm
Deskiop
]
Favorites
; Page kitle: Mew Page 1 Change title. .,
@ File: niame: |m -I | B
Py Metwork. —
Places Save a5 bype: |ieb Pages (*,htm;*,htrl;*,shiml;* shtm;* stm; * asp;* 2 = | Cancel

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 Search button

e The Search button from the Standard toolbar allows you to search the page for
specific instances of text:

-]
i

¢ When you click the Search button, the Basic Search pane opens on the right-
hand side of your screen:

SAMPLE
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4 ¥ Basic Search r X

Search for:

Search bext:

| Search | | Restore |
@ Search Tips...

Other Search Options:

Search in:

| Selected locations | - |
Results should be;

|Selected file bypes | v|

Fast searching is not inskalled
Install...

See also
ﬁ Advanced Search
@k Find in this document.. .,

o Specify the text you want to search for and the Search Options you want to
use.

Using the Publish Web button
e The Publish Web button from the Standard toolbar allows you to specify

e you wa publis ur web:
All utton, tI Publish DeImatlon d!g box
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Publizh Destination |

Enter publish destination:

Ihttp:,l',l'l j Browse. ., |

Example: htkp:fsample. microsaoft, com

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

Click here ko learn maore,

Ik I Cancel

e Specify aweb server

OR specify a local folder on which to publish your web.

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:

[T=]

¢ When you click the Toggle Pane button, a second pane opens in the window
with another view:
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%] Microsoft FrontPage - C:\My Documents\My Webs\mpweb13\new_page_6.htm [Ei[=] B3
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TS| j Favorite Links
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Hyperlinks
Tasks ;I
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e The view that appears depends on which view you select from the Toggle Pane
button’s drop-down list:

Falder List

Mavigation Pane

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

ing the Print D
. intb th d Ib u to print your
docu t:

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
your page or web site in a browser:
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¢ 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

e The Spelling button from the Standard toolbar allows you to check for
spelling errors on your page:

¢ 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:

e To use the Cut button, you must first select the text, or select the 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

¢ TheyCopy button from the Standard toolbar allows«#/0u to copy selectedpitems
so thatwyou/canpaste them somewhere else:

Bz

e To use the Copy button, you must 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. You can then paste the copied item to another location.
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Using the Paste button

The Paste button from the Standard toolbar allows you to paste the text or
image currently on the Clipboard to another location:

To use the Paste button, you must first copy or cut the text or image thatyou
want to paste.

The item is placed on the Clipboard.

Place the cursor in the location where you want the item to be pasted.

When you click the Paste button, the copied item is pasted to the location you
chose.

Using the Format Painter button

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:

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

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:

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:
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e 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:

e When you click the Web Component button, the Insert Web Component
dialog box opens:

Insert Web Component
Companent type: Choose a bar bype:

E-a?ﬂ Drvnamic EFfects P I e Ear with custon links

@ Web Search 4= Bar with back and nest links

% Spreadsheets and charts Bar based on navigation structure

Hit: Counter
Photo Gallery
% Included Content;
joofLink Bars
Table of Contents

Top 10 List
List Views x| =l

Insert a bar of hyperlinks that poink to pages within this web site as well as outside i, A separate
buttan will be displaved for each byperlink,

Find components

a5z el Cancel | < Back I Mext = I Finish |

y:]

¢ "Selecta FrontPage component from the Component Type list and then
configure it with the available options.

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:

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

o]
HEN [
HEN [

| | [
HER

4 by 3 Table

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

Using the Insert Picture from File button

e The Insert Picture button from the Standard toolbar allows you to select a
stored graphic file that you want to add to your web page:

o When you click the Insert Picture from File button, the Picture dialog box
opens:
Picture HE
Lookin: IE My Pictures El - @ ¥ B - Tools~

8| CIF in Clauds, jpa
g’ E Diagonal Sand. jpg
History 5] ICEBERG.IPG

& SAMPLE. PG

o ) Shed in Field. jpg

] &) smokey Light. jpg

My Documents | 5] VINCA. PG

8| YOSEMITE. PG

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

Note: It is recommended that you place the graphic in the current project’s
Images folder before you add it to a page.
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Using the Drawing button

e The Drawing button from the Standard toolbar allows you to access artistic
tools:

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

¢ Use the toolbar to create shapes, text art, lines and arrows.

Using the Insert Hyperlink button

e The Insert Hyperlink button from the Standard toolbar allows you to create
links to other pages or web sites. You can also create links to e-mail
addresses:

e When you click the Insert Hyperlink button, the Insert Hyperlink dialog box
opens:

Inzert Hyperlink

Link ka: Text to display: I ScreenTip, .. |

Loak in: mywebl3 - =

Existing File or | _ I J _l @l _I
Web Page @ Favarite.htm | Bookmark... |
I e toge: rame.. |

Current @ new_page_6,htm
Flace in This &1 new_page_a.htm
Drocurment Browsed [ _private | Parameters. .. |
Pages images
_ | photogallery

Create
Dacument

Cancel

¢ Create and configure the link.

Using the Refresh button

o The Refresh button from the Standard toolbar reloads the document to display
the most recent version. You can also use this button to revert to the last saved
version of your document:
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Using the Stop button

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

@

Using the Show All button

¢ The Show All button from the Standard toolbar makes visible all the text and
format markers in your document:

[¥7]

e When you click the Show All button a second time, all markers are hidden.

Using the FrontPage Help button

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

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

Custonmizing Tools
e »FrontPage offers customizing tools which/let you add and remove buttons
from the Standard toolbar.

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

To customize toolbars:

e Click the small arrow at the end of the Standard toolbar to open the drop-down
menu:
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2.

Show Buktons on One Row

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.

The Formatting Toolbar

Using the Style drop-down list

The Formatting toolbar lets you select paragraph styles, and configure font
settings such as size and color.

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

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

Mormal .

T Bulleted List

@ Default Character Style
T Defined Term
T Definition

T Directory List
T Formatted

1 Heading 1

T Heading 2

1 Heading 3

T Heading 4

T HEading 5

T Headinge

T Meru List

T Mormal

L Humbered List

A style tag, such as'Heading 1 or Bulleted List, contains pre-defined settings
forgfont, font size, line spacing,\indentation, etc.

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

The Font drop-down list from the Formatting toolbar allows you to apply a
font to text which you have selected.
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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:

{default
i Abadi MT Condensed Light i
& ACaslon Regular

& AGaramond

& AGaramond Bold

T Patha

L

T AlbertaBxtralight

B Kiews wan

T Ambs sHand,

& Americana =]

To apply afont:
¢ Use the mouse to select the text to which you want to apply the font.
e From the Font drop-down list, choose the font you want to apply.

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:

Mormal

1 E BEtE
3 {12 ph)
4 (14 pk)
5 (15 pt)

& (24 pt)
7 (36 pt)

To change the font size:

¢ Use the mouge to'select the text that you want to make bigger or smaller.
o From the Font Size droptdown 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:

2][z][z]

To apply afont style:
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e Use the mouse to select the text to which you want to apply the font style.
e Choose the style or styles you want to apply.
e You can apply these font styles cumulatively.

Using the Text Alignment buttons

e The four text alignment buttons (Align Left, Center, Align Right and
Justify) located on the Formatting toolbar, let you specify how text is
positioned and aligned on the page:

To specify alignment:

e Place the cursor on the line or paragraph you want to format. If you want to
align more than one line or paragraph, use your mouse to select them.

¢ 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

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

A[+]

To change the font size:
o «When,you clickfthe Increa@se Font Sizé button;thesselectéd text (or any text
typed after the current location of thecursar) increases in size.

¢ 2"When you click the Decrease Font Size button, the/selected text (or any text
typed after the current location of ghe lcursor) 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
and non-ordered lists. An ordered list is a sequential series of items that are
numbered to specify an order.

e A non-ordered list is a non-sequential series of items marked with bullets or
dash characters:
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To create lists:
e Place the cursor where you want to begin the list.
e Choose either the Numbering or the Bullets button.

e 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

¢ The Indent buttons let you increase or decrease the level of indentation
incrementally:

To change the level of indentation:
e Every time you click the Increase Indent button, the text in which the cursor
is resting is indented one level.

e Every time you click the Decrease Indent button, 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:

[]

o _From the Bordegs button,drop-down,list, cheese,the type,of border you,want,to
apply to the selected table or, line of text:

Using the Highlight button

e The Highlight button from the Formatting toolbar allows you to apply a
highlight color as a background for the text you have selected:
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The button’s drop-down list allows you to customize the highlight color:

& .

—l

| Autarnakic |

Skandard Colors

EEEEEERN
ONEECEEN

Cuskom Colars

gooodoog
oooodoog

Theme's Colors

Maore Colors, .

To highlight text:

¢ Use the mouse to select the text that you want to highlight.
e 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 allows you to change the
color of text:

To change the font color:

Sthe;()nt Ior\buMn Ipse LOIor E
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A -]

| | | futomatic |

Standard Colors

B EEEEEN
ONEECOEEN

Cuskom Colors

oo
OooOooOoon

Theme's Colors

More Colors., .

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

o 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.

Review Questions

How would you:

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

e Use the Save button?

e Use the Search button?

o Use the Copy button?

e Use the Paste button?

e Use the Format Painter button?

e Use the Undo button?

e Use the Redo button?

e Use the Web Component button?

e Use the Insert Table button?

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

e Use the Insert Hyperlink button?
e 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?

¢ Use the Font drop-down list?

e Use the Font Size drop-down list?
e Use the Font Style buttons?

e Use the Text Alignment buttons?
e Use the Font Size buttons?

e Use the List buttons?

e Use the Indent buttons?

e Use the Borders button?

¢ Use the Highlight button?

e Use the Font Color buttons?

SAMPLE

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




Page 48 — Microsoft Frontpage XP - Foundation Level Manual

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, simply type and format the page with the
tools on the Formatting toolbar.

¢ Align the text to suit your design needs.

e You can add bulleted lists to help you organize information.

¢ To add textto a new blank page, simply type and format the page with the
tools from the Formatting toolbar.

¢ To add textto a page template, use the mouse to place the cursor on the page
element (section or heading, etc.) you want to customize, and then type over it.

Editing text

o To edit text, select the text you want to edit and use the tools from the
Formatting toolbar to make changes.

Aligning text
e »Rlace the cursor in the paragraph for which you want to change the alignment.
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e From the Format menu, choose Paragraph:

Formak I

A Fork...

= Bullets a%umbering. v

Crynarnic HTML Effects
[ Theme...
A4 Style..,
] Backoround. ..

Remove Formatking  Chrl+5hift+2

»
W

e The Paragraph dialog box opens:

Paragraph [ 7|
Inderts and Spacing |
Alignment: -

Indentation

Before text: IU :I Indent first line:
After text: [0 :’ o :I

Spacing
Before: I—j Line spacing:
After: [ :’ [single |
wod: o 4

Previgw

Ficwma Foiogiogh Fremous Foop oph Fremous Faogiogh Fiesos Fangingh Fisom Fonogrog b
Fizemua Foiopioph Fromous Foopaph

Faiagraph Baing weaitiea Faagaph bafng meaica Farag aph Being wed e
Faiag raph Baing Mt g caph Baing Mot

iy Faiogiogh ol p oph Fallwing Fong y 1

o
pogh Falowog Fa

yp-down list.

Creating bulleted lists

o Place the cursor where you want to begin the list.

e From the Format menu, choose Bullets and Numbering. The Bullets and
Numbering dialog box opens:
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List Properties HE

Picture Bullets | pumbers | Other |

L] .
Picture

.  {ise nictures from cument theme:
™ " Specify picture:
. |
Browse. .. |

[~ Enable Collapsible Outlines

Style...

0K I Caniel |

e From the Picture Bullets tab, you can choose to use the bullet style associated
with your page’s theme, or your can specify a different bullet in the Specify
Picture box. You can also specify whether the list is collapsible when viewed in
a browser.

e Click OK.

¢ When you have finished typing the first item, press Enter and continue with the
second item.

Adding paragraphs

e Paragraph styles, such as Heading 1 or Bulleted List, contain settings for
font, font size, line spacing, indentation, etc.

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

Mormal .

T Bulleted Lisk
Apefault Character Style
" Defined, Term
T Definition

1T Directary Lisk
T Formatted
THeading 1

T Heading 2

T Heading 3

T Heading 4

T Heading 5

T Heading &

T Menu Lisk

T Mormal

T Murnbered List
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To add a paragraph style to text, use the Style drop-down list from the
Formatting toolbar.

How would you:

Add text?

Edit text?

Align text?

Create bulleted lists?
Add paragraphs?

SAMPLE
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Colors

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

e Use the More colors dialog box

e Use the Colors dialog box

e Create and add custom colors

e Remove custom colors

Working with colors

Picking colors

e You can pick colors for various elements of your page.
e Select a color for the background and the text.
e If you do not find the color you need, you can create your own custom colors.

To pick colors for your page:
e Choose Properties from the File menu:

1=

= 3

(& Open... Chrl4o

=

Close

% Cpen Wweb., ..
Close Web

- Sy iZkH+5

Save As. ..

I Fublsh veb 4.

&) Prewview in Browser.

Brint. .. Ckel+P
Properties, i |I

Recent Files 3

Recent \Webs 3

¥

o The Page Properties dialog box opens.

e From the Background tab, choose a color for the Background and the Text
using the drop-down lists:
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Page Properties EH

General  Background |Margins| iZuskom I Languagel Workgroup I
Formatking
I :

™ wakermark

I Browse. .. Properties. ..

[~ Enable hyperlink rollover effects

Follaver stvle. |

Colors

Background: [] &uromatic 'I Hyperlink: W Automatic 'I
Text: M Automatic 'I Yisited hyperlink: M automatic 'I

Active hyperlink: I. Automatic vI

[ @et background information from another page

I Browse. .. |
oK I Cancel |

¢ In the Hyperlink drop-down list, select a color to be used for all hyperlinks that
have not been used (visited):

Autarnatic
Standard colors:

H EENEEN
UEONCEEN

Cuskar Calars, .,
L1
m | NN EE

[ Mare Colars...
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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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