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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

e Use the Background tab

e 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

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

An HTML overview

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

¢ FrontPage 2002 generates HTML for you while you design web pages in a
word processing environment with specializedsdesign 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:

%) Microsoft FrontPage - C:\My Documents\My Webs\mywebl13\new_page_6.htm  [Hi[=] [E3

ile Edit “iew Insert Format Tools Table Frames ‘Window Help
S-HdRBE- ey rsrORQX e B0 2
* Normal + Century Gothic . 3{l2ph) - | - = | -2 A L
Yiews new_page_6.htm* X
=
|
Page
Faolders
Repoarts
Mavigation
)
i
Hypetlinks
Tasks
=
CdMormal |EIHTML ChPreview Iﬂ ﬂ
foram~ [3 |P.gt05hapes' N OCE 4l |&'ivA cEEE P
3 = 0:econds over 2838 &

Adding new pages
e From the File menu, choose New = Page or Web. The New Page or Web
pane opens on the right side of the screen:

A New Page or Web X

Empty Weh

MNew from existing page
ﬁj hoose page. ..

Mew from template

Personal Wweb
Empty ‘Web
Page Templates. ..
weeh Sike Templates. ..
@ Templates on Micrasaft, conn
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Under New, choose Blank Page.

Saving pages

From the File menu, choose Save

OR press the Ctrl+S key combination.

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:

Save as [ype: IWeb Pages (* htm;* htrl;*, shitml;, shitm; *.stm,-‘.asp;*.;;l Cancel

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

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 File menu, choose Open

press the Ctrl+0O ke
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Open File EHE
Lookin: (8 myweb13 = «-m @ X £ E - T~
. (_Jimages
J I photogallary
History K] aboutrne htm
K] Favorice, htm
= ¥¥]feedback.htm
“Findex.htm
My Documents [ ]interest.htm
¥ photo. htm
Desktop
*]
Favorites
(]
File name: -
" | =

[_gen [
Places Files of type: IWeh Pages (*.htm,'*.I'lhnl;'.shtml,'*.shhn;‘.shn;*.asp,'*.EEI Cancel L

o Locate and select the desired file. Click Open.

Removing pages

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

igation

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

 n
Welcome to L,
O

s
about Me 1 Interests 1 Favorites Photo Gallery

1| | i3

e From the Edit menu, choose Delete

Ede |

K3 Can'tlUndo  Chrl+E
4 Cut ChrlHs
Copy Chrl+C
% Office Clipboard. ..

B Pt Chrly
F—I
Sefdct Al Chrl+a
&% FEind... Chrl4+F

Tasks 3

epending 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:

FOR USE AT THE LICENSED SITE(S) ONLY
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Mew from template
Personal Web
Emphy wWieh

Page Templates. ..

web SitS hmplates. ..
@ Templates on Microsoft, com

o In the Page Templates dialog box, select a template.
o Click OK:

Page Templates n m
General lFranesPages | ﬂ:ﬂesheetsl

@ 5] 8] @§] HkE
Jriormal Page)

Bbliography  Confirmation  Feedback Options
Form Form I™ Just add Web task

K- I~ Open in cuerent Frame
8] 8] 8] o

Form Page Frequenthy Guest Book Marrow, Create a blank web page.

‘Wizard Asked Q... Left-align...
Marrow, One-column One-column One-column B
Right-align... Body Body with ... Body with..,

9] 8] 8] 9]

One-column  One-column  One-column  One-column
Body with.,,  Body wit... BodywithT... Body wit...

B| 8| 8| 8] 4

[T ] cance |

o The template page opens. You can now enter the content of your web page

into the format provided.
re your web e. It
as background and

Page Properties

to con
erties s
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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 EH

General | Margins I Custom | Language I Workgroup I

Location; IFiIe:,I',I',I'C:,I'My Documents My Webs/mywebl 3inew_page_
Title: |New Page 1

Base location: I

Default target Frame: I j
Background sound

Location:

Browse. .. |

Loop: ID = v
oop = v Farewver

pi-time: control scrip

Using the Background tab

¢ The Background tab allows you to configure formatting and color 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:
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Page Properties EH

General  Background |Margins| iZuskom I Languagel Workgroup 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 B automatic vI

[ @et background information from another page

I Browse. .. |
oK I Cancel

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

Page Properties EH
General I Background ~Margins ICustom I Language I Workgroup I
rs i

ID_ﬁ Pixels
[~ specify l=ft margin

ID_ﬁ Pixels

\

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

Mew from template
Personal Web
Empty Wieh
Page Templates. ..
(@] \Web Site Templates. ..

@ Templateg[h_") Micrasaft, cam

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

Webh Site Templates

Wb Sites |
& & 5 e
™ Corporate  Customer Database Options
Presen...  SupportWeb  Interfa... Specify the location of the new web:

g @ @ |C:'l.l\"ly DocumentsiMy w=bs'|.rrryweb:ﬂ
Discussion Empty Web  Import Web  Personal Web Browse... |

‘web Wizard Wizard I addto ¢ Web

@ @ I~ Secure connection requited (S5L)

) - Description
Project Web  SharePoint-... T TEnry e sl
Team Web ...
page.
[T ] conce |

an now r the Mr \Pthltructure pE
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Opening aweb site
e From the File menu, choose Open Web:

Mew k

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
% myweb13 -] «-B @ X ) EH - Tools~

|_limages

ik,

o BN El

e Locate a

| Iphotogallery
FOR USE AT THE LICENSED SITE(S) ONLY
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Closing a web site

You can close a web site by choosing Close Web from the File menu:

= 3

1=

(& 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:

Views

AMPLE

Mavigation

s

Hyperlinks

&

Tasks
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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 Edit menu:

Folder List

.--{:l phiotogallery

Review Questions

How would you:

Name files?

Add new pages?

Save pages?

Open pages?

Remove pages?

Use Page templates?
Use the Page Properties dialog box?
Use the General tab?
Use the Background tab?
Use the Margins tab?
Use web site templates?
Open a web site?

Close a web site?

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

e Use the Formatting toolbar

e Use Page tabs

e Use the Title bar

e 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

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

Views

Page

Fo 5
Mavigation

ED

Hvperlinks

4

Tasks
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Using the Page window button

e The Page window display
create a page:

L2\l Dsoiams

] Micstonalt Fiond age

Iﬁal!-l-m-n-luina—u-l-
D-&-Eu@ M- &Fa¥ e 0w

| Mormal  w brabuchat mi =afze = K &

s individual pages. It is in this window that you can

1.0
=& |0-#-A-

| vem | e e e,

)

mi&{ﬁ&fﬂa;@

[Bursa]Ome. e |«

Fax Hislp, o F1

[opme [ dpmens . s OCEHABE 2-L-A-=EF 8 T
N T 0 secorads owms LR 4

B

Using the Folders window button

site:

] Microsoft FrontPage - C-\My Doc
| Ble EdR Wiew [nsert Formet ook Table Frames
N-B-WINAFE-2av i@

ntz\My Webs\myweb1 3

The Folders window displays the folders and files that make up your web

Window  Help
s Oe B 7@

i |l -]l A FEE|H-&-4&- 2
Views || Fokderlis [« of 'c:ipy :
y =23l CMy Documerksify | Nlame | T1e |

23 _private (1 _prevake

] mages (Climages
Fe @ (2] photogalery
ol 3
Falders [Folders  argarize Files and Foiders | | o

=

2

1. MewPage 1
2., NewPage2
e New Page 3

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:
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K Microzolt FrontPage - C:\My Documents\My Webs\mpweb13
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& TIKE  Picture files in the current 'Web (GIF, PG,
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150KE  Fles in the current Web that can be reach

(¥ Show pages 1} OKB  Pages in the current Web exceeding an es

Older fles o OKE  Fies in the current Web that have not bee

Lﬁ&mm;d_ﬂlgs_ 2z 153KB  Files in the current Web that have been o
All bryperlinks in the current Web

? Lewerified hyperdiok 10 Hyperlinks pointing to unconfirmed target |

Reports: analyze your Web and manage its contents|  Hyperinks ponking to unavailable target: fi
External hyperlinks 10 Hyperlinks pointing to fies outside of the ¢
Internal hyperinks 56 Hypeerlinks poinking to other Files within the

() Component errors 4 Fies in the ourrent Web with components |
9 Uncompleted tasks 1} Tasks in the current Web that are not yet
B Unused themes 1] Themes in the current: \Web that are not af

iEivis]
:

inis|

4] |
ED[aw'[} Autoshapes » ™, \DO@‘EE|&'¢'A‘E:E
For Help. press F1 [ % |

M 2w

Using the Navigation window button

e The Navigation window displays information about the navigational
structure of your web site:

W Mucrepoll FronlPage - CAMy Documends My Websimysch]3

| Bl E® Wew Jeert Fomet Tocs Tgble Frames  Window  Heb
ID-%-EmaB-SGBy ey O By @O 2
| 100 B eESE.

Il 7l -l K S|IEE|B-L-A- 7

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:
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. Microzoft FrontPage - C:\My DocumentsiMy Webs\myweb13
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»
A4

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 Microzolt FrontPage - C:\My Documentz\My Webs\myweb13

© Fle  Edi Wew Insert Format  Tools  Table  Frames  Window  Help

D-&-daaB-gavy/iras 0@ R T @
i[ Il - A AEE R LAY
|| Tasks |
Seatus | Task | To Associsted With

({5i0iw]

ED[aw' I3 | dutoshapes= ™. \DO@‘@E|&'¢'&‘E:E

@ not Started Add conkenit bo Editorial - Steph Medium

RE A

Using the Main menu bar

e The Main Menu bar provides access to the formatting, editing, viewing and
tools menus. It is also the main

point of access for FrontPage 2002 help:
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Eile Edit Wiew Insert Format  Tools  Table  Frames  Window  Help

Using the Formatting toolbar

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

Mormal - trebuchet ms - 3{lzpth - B T 0

1]
i
I11
e
]
[T

A &= E & -A -~

Using Page tabs

¢ 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:

& Microsoft FrontPage - C:\My Documentz\My Webs\myweb13\new_page_8 htm

File Edit ‘iew Insert Format Tools  Table Frames  Window  Help

D-2-E82B-gav izl o-x- 20O

Mormal » Times Mew Roman i (lZzph . B T U =EE E =
Wiews | new_page_6.htm* X new_page_7.htm ¥ new_page_8.htm*
rew_page_5.htm
Page

Using the Title bar

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

%! Microzoft FrontPage - C:AMy DocumentsiMy Websimpweb1 3sfavorite him

Changing/thesPage Window & & [ N

Using Page view windows
¢ 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 ] ﬂ
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Using the Normal window

e The Normal window presents your working document. In this window, you
create, design and edit pages using the features and tools provided with

FrontPage 2002:

W Microsolt FramPage - CAMy Documss s\ My Webympseb T avoribe him

| Bk ES Wew [neert Fprmet  Tooks  Table  Frames  Wedow  Hep
D-F-BaR- &4 raads «-080E0 710 7
b sxzw- | EX K C|EE Q-S-A- »

e[|/ v pogn Tt X oo poe Bt Yiwwordeitm %

!

Favorites

— i:'ii}"z'i.'rb"z'_
"”"4';;""”""'"'}Q-Liill'éé'}Q"I'i'i':"é;'r"(}iz'i]}"i'}'.'{.—'.;r"|'i;"ii':'3l.i."fr'.'£}'r}"iii'é"'E i
1T Cibreview |4 | b

vy
i) > »OCEHATR@| - L-A-===207.
I T 3 secowaks oo B &

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:

%) Microsoft FrontPage - C:\My Documents\My Webs\mpweb13\favorite. htm

- Ele Edt View Insert Formst Tools Table Frames Window Help
DN-2-BH2B- eV ias - 0@
i | == A |=EEm-2-4A-

q (2

| / new_page_7htm ¥ new_page_8.htm* Y favoritehtm

Views
<html>
<head>
Page
<meta http-equiv="Content-Llangquage” content="en-us">:
@ <title>Favorites</title>
<meta name="GENERATOR" content="Microsoft FrontPage 5.0">
Folders <meta name="Progld” content="FrontPage,Editor.Document™

<meta names="Microsoft Theme"” contents"network 011, default">

@ </heads

<meta http-equiv="Content-Type" content="text/htuml; charset=windows

[P % |y o

Using the Preview window

e The Preview window shows you what your page might look like when viewed
in a browser:
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[n] Microzoft FrontPage - C:\My Documents\My Webs\myweb13\favorite. htm
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Folders
@ 01/23/02
‘Reports Hoima k . f t = g
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Review Questions

How would you:

Use the Views bar?

Use the Page window button?

Use the Folders window button?
Use the Reports window button?
Use the Navigation window button?
Use the Hyperlinks window button?
Use the Tasks window button?

Use the Main menu bar?

Use the Formatting toolbar?

Use Page tabs?

Use the Title bar?

Use Page view windows?
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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

e Use the Search 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

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

e Use the Show All button

e Use the FrontPage Help button

e Customize Tools

¢ Use the Style drop-down list

e Use the Font drop-down list

e Use the Font Size drop-down list
egiUse, the Font Style buttons

s Use'the Text Alignment buttons

o Use the Font Size buttons

e Use the List buttons

o Use the Indent buttons

e nldse the Borders button

e Use the Highlight button

e Use the Font Color buttons

The Standard Toolbar
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Using the Create a new normal page button

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

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:

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

0O -]
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age..,

eb...
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=3

-n

older

Document Library, ..
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<6 25 [ [
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Using the Open button

The Open button from the Standard toolbar allows you to open an existing
file:

=14

When you click the button, the Open File dialog box appears:

53] rew_page_1.hkm

- ¥ new_page_2.htm
¥ rnew_page_3.htm

Desktop ¥ new_page_4.htm
.'.l new_page_S.htm
. ] 53 photo. htm
Favorites
@ File name: - .
Tt | =l Open
Places Files of Eype: [web Pages (¥, htm;* himk;* shtml;* shtm; * stm;*. asp;¥.c | Cancel
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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+0
% Open Web. .,

Using the Save button

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

o If you previously saved the file, it is updated in its current location under
its current name.

e If this is your first time saving the file, the Save As dialog box opens:

Save As HE
Savein: |Lﬂmywab13 3 RN @ 5 E - Tooks-
“limages

X ) photogalery

History abautme. kb

favoribe.hkm

o feedback.htm
i indezc,him

My Documents inkerest.htm
phiako. b

Desktop
Favorites
4o Page kitle: MNew Page 1 Change title. ., I
L-_-;_.i File: name: ew_page 1. hm| b l_Save
Py Metwork. :l = 1
Places Save as type: Iweh Pages (*, htm;*  himl;*, shibml;* , shitm; ¥, sbmy; “.asp;“.eﬂ Cancel

J— —_—

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

o Selectithe/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:

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

Search for:

Search kexk:

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

Other Search Options:

Searchin:

|Selected locations | v|
Results should be;
|Selected file bypes | v|

Fast searching is not installed
Install...

See also
ﬁ Advanced Search
dh 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
where you want to publish your web:

Hj
When you c Pub Web n, tination log
opens:
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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:

= Microsoft FrontPage - C:\My Documents\My Webs\mywebl13\new_page_6.htm [Ei[=] E3

File Edit Mew Insert Format Tools Table Frames ‘Window Help
D-&-Hy g SRy yBERY O 1k 2
: |rebuchiet ms -3 {12 pt) A & |iEE | E-LA- 5

Views Mavigation Pane /new_page_B.htm %, *x

Faolders

|ty Interests A
"-:a-:‘l Favorite Links:
j About Me
j Feedback
Mavigakion
----- j Photo Album I
Ik
g
Hyperlinks
Tasks _I
FFolder List EﬂNavigation| GNormaI|E|HTML ChPreview Iﬂ j
Sporaw= [y | Autoshapes= S
E3 = 0 seconds over 288 S
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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.

Using the Print button

e 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 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 toolbar allows you to check_for
spelling errars on your|{page:

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, you must first select the text, or select the image that
you want to remove.

Then, when you click the button, the selected text, or image is removed and
placed on the Clipboard.

Using the Copy button

The Copy button from the Standard toolbar allows you to copy selected
items so that you can paste them somewhere else:

To use the Copy button, you must first select the text or image that you
want to copy.

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.

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 that
you 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.

Usig. the Format Paintegbutton

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

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:

Inzernt Web Component 2 | x|

Component type: Choose a bar bype:
_éﬁg Crvniamic Effects P I Bar with custom links
Wb Search 4= Bar with back and next links
% Spreadsheets and charks Bar based on navigakion skructure
Hit Counker
|.% Fhoto Gallery
Included Content
[ofLink Bars
Table of Conkents
Top 10 List
|. Bist View

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

[

Find compaonents
nheren Cancel < Bacl I Mext = I Finish

y]
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e Select a 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:

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

0.
HEN [
| | .

HEN | ]
HELY |

4 by 3 Table

e 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:

When you click the Insert Picture from File button, the Picture dialog box

SAMPLE
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Picture n E
Look in: I@MYPiﬂues 3 "'|a'x' ) B9 - Tools -
. [[%) cif in Glouds. jpg
9 I %) Diaganal Sand.jpg
Histery %) ICEBERG. PG
%) SAMPLE. PG
o ) Shed in Field. jpg
T &) Smokey Light. jpa
My Documents E VINCA. PG
8| YOSEMITE. PG

Deskiop
*]
Favorites
@ File name: - Tnsert | - I
Ty Metwork: I J ==
Places Files of Lype: |AII Image Files ('.qu;*.m;*‘.nnu;'.bmn,-*.ti;"-me;'.resj Cancel

||

e 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.

Using the Drawing button

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

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

D[aw*k|ngt05hapes'\\ DD‘?:I|&vivivE:E.m_

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

Using the Insert Hyperli utton
Th sert rlink n fro [ allows yo
create link erp r we . ate links to e-mail
Sses:

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

Link ka: Text to display: I ScreenTip, .. |
Loak in: I mywebl3 j | @l B”'l
Existing File or
Web Page @ Favorite, htr | Bookmark. .. |
Current @ new_page_6.htm
Folder
"-j @ rew_page_7 . hnn Target Frame. ..
Place in This &1 new_page_g.htm
Dacumment Browsed | _private I Parameters... |
Pages 1™ images
j I_1 photogallery Style. .. |
Creake MNew Recent aboutme. fitm
Document Files feedback.htm
index. htrm h
Address: || LI
OF | Cancel

E-mail Address

e Create and configure the link.

Using the Refresh button

¢ 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:

Using the Stop button

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

LX)

Using the Show All button

e _The Show All button from, the Standard toolbar makes_visible all the _text
and format markers in your, document:

o When you click theiShow Alllbutton 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:
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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 arrow at the end of the Standard toolbar to open the drop-
down menu:

2.

Shiowe Buktans an One Row

&dd or Remove Butkons -

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 .

A Bulleted Lisk

a pefault Character Stvle
T Defined Term
T Definition

T Directory List
1 Formatted

T Heading 1

T Heading 2

T Heading 3

T Heading 4

T Heading S

T Heading &

T Menu List

T Marmal

T Mumbered List

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



Page 37 — Microsoft Frontpage Xp - Foundation Level Manual

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

e 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:

brebuchet ms

i Abadi MT Condensed Light i
& ACaslon Regular

& AGaramond

& AGaramond Boeld

T Pgatha

L

% AlbertaBxtralight

T Arewstd wwn

T Ambk sHand

& Ammericans =l

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:

1 ﬁ BEtﬁ
3 (12 pt)
4 {14 pt)
S (15 pk)

£ _(24(pk)
7 (36 pt)

To change the font size:

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

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



Page 38 — Microsoft Frontpage Xp - Foundation Level Manual

Using the Font Style buttons

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

®][z][z]

To apply afont style:

¢ 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:

o 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.

o 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 fent size inerementallyz

&[5

To change the font'size:
o \When you click the\lncrease'Font Size button, the selected.text (or any.
text typed after the current location of the cursor) increases in size.

e 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.

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



Page 39 — Microsoft Frontpage Xp - Foundation Level Manual

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:

To create lists:

Place the cursor where you want to begin the list.

Choose either the Numbering or the Bullets button.

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:

L]

s From the/Bordersibutton drop-down list, choose the type of border you want
toqa@pply/to the selected table or line jof text:

H B 2R E
il S B B
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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:

The button’s drop-down list allows you to customize the highlight color:

2 .

—l

| Autamatic |

Sktandard Colors

E_EEEEEDN
CCEEECOENEN
Custam Colors

oooodoog
oooodood

Theme's Calors

Mare Colors...

To highlight text:

e 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 allows you to change

the color of text:

change the f r:
° the r butto drop- n 00Ss color:
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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.

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

Review Questions

How would you:

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

¢ Use the Save button?

e Use the Search button?

e Use the Publish Web button?

o Use the Toggle Pane button?

e Use the Print button?

the Preview in Bro button?
e Spe utton
Use the Cu P
e Co [ P
‘ i r butto

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?

e Use the Refresh button?
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e Use the Stop button?

¢ Use the Show All button?

e Use the FrontPage Help button?
e Customize Tools?

e Use the Style drop-down list?

e Use the Font drop-down list?

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

o 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
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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.

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME 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. 0ver

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

The most cost effective courseware solution for your IT

training 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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