FrontPage 2003

Workbook - Foundation Level

2
O
A
2\
W
@)
O
A
2
o
5
D)
pry
o)
5
>
Q
3
)
e
-
¥
9)
2
Q
R
®
0
o)
3

I} ‘ CHELTENHAM
| 9




PAGE 2 - FRONTPAGE 2003 - FOUNDATION LEV EL WORKBOOK

© 1995-2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written pemission from Cheltenham Courseware unless produced
under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including both technical and non-
technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or omissions. No
warranties are made, expressed or implied with regard to these notes. Chetenham Courseware shall not be
responsible for any direct, incidental or consequential damages arisingfrom the use of any material contained in this
document. If youfind any errors in these training modules, please inform Cheltenham Courseware. Whilst ev ery effort
is made to eradicate ty ping or technical mistakes, we apologisefor any errorsy ou may detect. All courses are
updated on aregular basis, so your feedback is bath valued by us and will help us to maintain the highest possible
standards.

Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of atraining course, and is made available
purely for content and style review. This is to givey ou the opportunity to preview our courseware, prior to making a
purchasing decision. Sample versions may not be re-sold to a third party.

For currentlicenseinformation
This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice. Please

see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement
Contact Information

Australia / Asia Pacific / Europe (ex. UK)/ Rest of the World
Email: info@cheltenhamcourseware.com.au
Web: www.cheltenhamcourseware.com.au

USA/ Canada
Email: info@cheltenhamcourseware.com

Web: www.cheltenhamcourseware.com
UK

Email: info@cctglobal.com
Web: www.cctglobal.com

GHELFENHAM

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



PAGE 3 - FRONTPAGE 2003 - FOUNDATION LEV EL WORKBOOK

COURSE BASI S .t e e et 4
LK L= = 3 TSR 4
LIS T L TS = - 4

LG (S A LU S 1= L P 4

Ll TS Ko o B == Y P 5

LA LEIRS t= I 7= 1 T 5

L TCRS o (]| I S 1= P 5

[T =Y YT =Y 1= N T 6
(O] oLl aT1 o T 1= T PP 6
SAVING FllES ...ttt et 6
(011011 0o B T L= 8
INSTALLING THE SAMPLE FILES ...t ittt e e et e e et e et a et a et e e e e eaaas 8
THE FRONTPAGE 2003 INTERFACE ... ..ottt e 9
THE FRONTPAGE 2003 WORKSPACE .. .uiuitiititeitteteee et et e e e ettt e e e et e et e et e et e e et e e et e e et e et e et e eaeaaenenns 9
CREATING N EW P A GES ...t ittt ittt et e e et ettt et et e e e et e e et aanaaas 10
] =l L0 = = =P 11
CREATING A NEW WV EB FILE ... ittt ettt e aeaes 12
VI E N S e e e e e e e e 15
MOVING AROUND THE VWORKSP ACE ...ttt et et e ettt ettt e et e e e et et et et et et et e e s e e ettt e e eaaaanas 15
CHANGING THE PAGE WINDOW ...ttt ettt ettt sttt e e e e e e e et et et et e e ettt ettt e et e b et et e b b aes 16
TO O L B A RS L. e e 18
THE STANDARD T OOLBAR. ...ttt tttitttt ettt ettt e et e ea et et et et et e e e et e et e ettt ettt e e e b et et e b e b et et et et et eaaaaaans 18

R (0] 1 [ 1 A B I PSPPSR 44
WORKING WITH WEB PAGES ...ttt ettt ettt ettt ettt e e et et et et n e e e e eees 44
PUBLISHING ...ttt ettt e e e e e e e e e e e e e e e e e e et et et e e e e e e aeeaaaann s 48
PUBLISHING A SITE 1 ttttttite et ettt e e e e e e et ettt e e e e e e et et et s e a e e e e e et eat e s ae e e e e eeeeeaeet e neeeeeeeesstnt e aeaeeeeeenes 48

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



PAGE 4 - FRONTPAGE 2003 - FOUNDATION LEV EL WORKBOOK

Course Basics

Toolbars

The Title Bar

o 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 documentyou 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:

FEile Edit “iew Inzert Format Toole 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:

| | File E iew  Insert or Too T able Help
| Save Az %JE El IS i) <P | v Cu -
[ Page Setup... L T - S
&b Prirk..  ChlsP ' ' ' ' '
Properties
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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" U % %

-

1l
1L
i
i
]
)
>

+
+

The Status Bar

e 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 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR 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.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)
o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of

the vertical /screllgbar:
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:
e 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:

Eile | Edit “iew |nzert Format Toolz  Table b
[ Mew.. Ctrl+H
|I#. Open... [ Chil+0 |
r‘\‘}
Cloze
Open | 7] x|
Lock in: |3Mynocunarts 31—-|QXE‘,v‘I’nd_s'
Mame
3] [Se
(53 My eBoak
Mooy | By e

= .3 My Pictures
\ﬁ I My Received Files

< | |

File namme: I ;I Cpen
Files of kype: |n|| Files (*,*) ;| Cancel

or on.

Saving Files

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  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o 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:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

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 |+ g

Cloze Window

Installing the Sample Files

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

o Copy the sample files for this course 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.

SAMPLE
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The FrontPage 2003 Interface

The FrontPage 2003 Workspace

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

o Copy the Images folder from the FrontPage 2003 Foundation Samples
folder to the FrontPage 2003 Foundation Work folder.

e Launch FrontPage 2003.

Note: If the new_page_1.htm page, the New Page or Web task pane, or a
Web is opened, close them down before you begin the exercises.

¢ Click the X button at the top right corner to close any web pages or task panes
that may be open.
¢ From the main menu, choose File = Open Site to open the Open Site dialog

box, and locate the ViewExerciseWeb folder in your FrontPage 2003
Foundation Samples folder:

Look jn: IJ FrontPage 2003 Foundation Sa... j @ -3 Q x 4 i = Tools=

fe

My Recent
Dacuments

My Documents

..-"']'
[y Computer

e Click Open. The Web Site will open in FrontPage.

e Place your cursor on the far left of a toolbar, and when it changes to a 4-
arrowed cross, drag the toolbar to another location in the workspace.

e In the Folder list pane, click on the New Page icon and the New Folder icon
at the top of the pane and observe the results.

e In the Folder list pane, double-click on aboutme.htm.

open

Cancel
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¢ |In the main view window, click on the Web Site tab and the aboutme.htm tab
and observe the changes.

¢ Note the download time displayed at the bottom of the main view window
when the aboutme.htm file is selected.

¢ From the main menu, choose File = Close Site to close the sample website.

Creating New Pages

e From the main menu, choose File = New. The New task pane opens on the
right side of the screen
¢ From the New task pane, choose Blank page to create a new individual page:

New T X
@ @ 4
New page
_] Elank page
=] Text file % ]
oﬂj From existing page. ..
More page templates. ..

¢ From the main menu, choose File > Save.

e Name the page MyFile.htm, and navigate to your FrontPage 2003
Foundation Work folder.

o Select Web Pages from the Save as type drop-down menu:

File name: IMyFiIelhtm =l

Save as bype: I'u'u'el:u Pages l{*.htm;*.html;*.shtml;*.shtm;*.stm;*.asp;*.ej

o aClickaSave.
e From'the maim menu, choose File =/Close to close the file.

o New we will create a page from a template. From the main menu, choose Eile
=>"New.

e The New task pane'opens on the/right side of the screen.
¢ _Choose More page templates, and the Page Templates dialogibox appears:
e In the Page Templates dialog box, click on each template and observe the

"thumbnail” of each template style in the Preview area at the bottom right of
the dialog box.

e Select Bibliography and click OK:

FOR USE AT THE LICENSED SITE(S) ONLY
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Page Templates

Mormal Page  [SlEard confirmation  Feedback
Farm Form

sy g g

Farm Page Frequently Guesk Book  Phato Gallery
Wiizard Asked Q...

g g g

Search Page Table of User
Contents R.eqistration

e When the template opens in the main view window, observe the details of your
selection.
¢ From the main menu, choose File > Close, to close the file unsaved.

¢ From the main menu, choose File= Open, and navigate to your FrontPage
2003 Foundation Work folder.

o Locate the file you just created, MyFile.htm.
e Click Open.

¢ With the file open, from the main menu, choose File = Properties to open the
Solper - dla:g M P L E
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Page Properties H

General I Formatting  Advanced |Custom I Languagel

Matgins
Top Margin: || ﬁ Pixels Iargin Width: I = Pixels
Left Margin: I ﬁ Pixels Margin Height: I ' Pixels
Bottom Margin: I :I Pixels
Right Margin: I :I Pixels

Skyles

Body style... | Rallower style. . | [ Enable byperlink rollover effects

Design-time contral scripting

Flatform:

ICIient {IE 4.0 DHTML) =l
Server:
|vBScript |
Client:
IJavaScript j

oK I Cancel |

e Select each of the following tabs and observe the various options available:

General tab
Formatting tab
Advanced tab
Custom tab
Language tab

o When you have finished observing the content of each Page Properties dialog
box tab, click Cancel.

e Close the file.

Crealiflg aNgwiweb Bile A8 B W B r

o We wilhnow/ create'a Wel site \using a FrontPage template.
e From the main menu,.choose File = Newv.
¢ _The'New/ /Task pane opens on the right side of the screen.

e Choose More Web site templates, and the Web Site Templates dialog box
appears:

Mew Web site
@] One page Web site, ..
I§|_=J SharePoint team site. ..
@y Web package solutions., ..
Mare Web sike templates. ,@
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e In the Web Site Templates dialog box, click on each template icon and
observe the description noted at the bottom right of the dialog box:

Web Site Templates |
zeneral |F‘au:kages I SharePoint Services I

2y EE

One Page Corporate Custorner Diatabase Options
Web Sike Fresen... Suppart Yy, ., Inketfa... Specify the location of the new Web site:

Discussion Emplky Web  Import Web

IC:'I,D::u:uments and Settings iy DDELj

Browse., .. |

Web Sk, Site Site Wizard [ Add to current Web sis
I | Encrypted comnection required (S5l
' ' Descripkion

ijgi:ttEWEb il-;r;?,i:gt Create a personal Web site with pages

an your inkerests, photos, and
Favorike web sites,

Ik I Cancel

e Click on the Browse button, and navigate to your FrontPage 2003
Foundation Work folder.

e Click on the Create New Folder icon at the top of the New Web Site
Lecation dialog box:

ICreate ey Fu:Eer|

e Name the folder My_ Personal_Web and click OK to return to the New Web
Site Location dialog box.
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Mew Folder

Marie: IM}.-'_PerscunaI_'-.-'-.-'el:u Cancel

e Click Open.

e Select Personal Web Site and click OK.

e Observe the files and folders created in the Folder List.

e Close the Web Site by choosing File > Close Site. Do not save any changes.

SAMPLE
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Views

Moving Around the Workspace

Choose File = Open Site from the main menu.

Locate the ViewExerciseWeb subfolder inside your FrontPage 2003
Foundation Samples folder, and click Open.

In the Folder List, double-click on index.htm to open it.

From the main menu, choose View, and select each option in the drop-down
menu in turn:

Wiew
# Page

|| Folders

Reports 3
Marvigation

Hyperinks

Tasks

Folder List  alk+F1

[] @ & §& % &[]

Task Pane  Ctrl+F1

Toolbars 3

¥

Observe the changes in the main view window when each option is selected.
Choose each item on the Menu Bar and observe the options in the drop-down
menus for each:

wit Wi Art Form ools Tgl:u.gata mnw elp

File
Edit
Insert
Format
Tools
Table
Data
Frames
Window

Note: (Some menu options will be "grayed out" as they are specific to certain
actions.)
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¢ |In the Folder List window, double-click aboutme.htm.
e In the main view window, select the About Me text:

[Lﬂj ‘Wwieb Sike H indez. htmn \\[ahuutme.htm

4] |<body=| | <table | |<trs| |<td>| [zh3s]

About Me

e Click on each item on the Formatting toolbar and makes changes to the
selected text:

+ Times Mew Faman

Mormal

- 3{12pt - | B T
A‘Av g:zzigig val_:-,j'vAlY

¢ In the Folder List, double click Feedback. Observe the changes in the tabs at
the top of the main view window:

[aa ‘Web Site ” index:, htm \kabuutme.htm* \[feedhack.htm

o Close the Web Site by choosing File > Close Site. Do not save any changes.

Changing the Page Window

o« Choose File =/Open Site from the main menu.

e Locate the ViewExerciseWeb subfolder inside your FrontPage 2003
Feundation/Samples folder, and click Open.

¢ Doublexclick abeutme.htm in the/Folder List.
e From the main menu, choose View = Page.

o _Atithe bottom of the main view'window, select in turn Design, Code, Split and
Preview, and observe the changes to the opened file:

LdDesign| B split El Code A Preview
by
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aboutme.htm

A <rtitlexdbout Me</titles-
neta name="Microsoft Theme™ content="sky 1011, default':-
fhead»

<hody>

table border="0" cellpadding="0" cellspacing="0" width="100%">
“Lr:
<td width="150" colspan="2" alimm="center'=snhsp;</cd>
<td alimm="center >
<!=-yebbot bot="Nawvigation™ s-type="banner”™ s-rendering="graphics" s-orie:
<itde
< TER

< /tables
<td style="horder-bottom-style: solid; border-hottom-width: 1™ align="rﬁ|

¢ When you have finished observing the changes, close the site by choosing File
> Close Site from the main menu.

<tr=

SAMPLE
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The Standard Toolbar

¢ On the Standard toolbar, click the small down-arrow beside the New button
and choose Page from the drop-down list:

N-js-Hé 8
|I§|_J Page...

I,

Web Site, .. l’\é

7|
_] BlankPage CtrHN
=] TextFile

=

L

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

Page Templates

General |Frames Pages I Style Sheets I

= B

[MEE RS Eibliography  Confirmation  Fesdback Options
Farm Form ™| Just addhet task
- L - = Gpemin current frame
i | ! Descripkion
Farm Page Frequenthy Guest Book  Phata Gallery Create a blank web page,

‘Wizard Asked Q...

gl T aT]

[
Search Page Table of; Lser reviE

Caonkents Registration

. - —
oK q Cancel |

e Hover your mouse over each item on the Standard toolbar and note the button
labels.

¢ The majority of these buttons and their actions will be used in future exercises.
e Choose the Design view, if it is not already selected.
e Place your cursor in the main view window and type your name.
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Select the text and click on the Copy button on the Standard toolbar.

Place the cursor in another part of the window and click the Paste button on the
Standard toolbar. Your name will be copied to the new location.

Click the Undo button on the Standard toolbar and observe what happens to
the text.

Now click the Redo button on the Standard toolbar.

Place your cursor in another part of the main view window and click the Insert
Table button on the Standard toolbar.

In the displayed grid, highlight four columns by three rows and click on it:

= 1 ial 45| ¢
HEENR
HEEN

EEEEC
EEENE

3 by 4 Table

Place the cursor in a new location in the main window and click the Insert
Layer button. This will insert a “floating” box, within which text or images can
be placed.

Click on the edge of the "box" to select it, and holding down the left mouse
button, move the "box" around the screen.

Click inside the "floating™ Layer and then click the Insert Picture from File
button on the Standard toolbar to open the Picture dialog box.

Locate the image file parrotl_small.jpg in the ViewExerciseWeb folder, and
click Insert.

The image of the parrot will be place in the Layer box and can be moved around
the page:

Click on the Drawing button to display the Drawing toolbar.
Move the cursor over each of the buttons on the toolbar and note the labels:

FOR USE AT THE LICENSED SITE(S) ONLY
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Draw~ g |AutoShapes> N\ N O M { Bl @& | &2-L-A-=== 0 @

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

A0 1[E]e -

b

Shows Buktons on One Fow

Add or Remove Buttons

Choose Add or Remove Buttons > Standard and display all the options to
customize the Standard toolbar.

Check and uncheck various options and observe the results on the toolbar.
Click on Close to close the Customize toolbar.

Select the text on the page, and click the down arrow beside the Font box on
the Formatting toolbar.

From the displayed dropdown list of fonts, select Arial. Note the new font has
been applied to the text on the page:

rial ﬂaclzpt:u-m I

{default font) |
B Agency M —
T ALGERIAN

T Arial Black l\!

T Arial Narrow
% Arial Rounded MT Bold

T Arial Unicode M3
% Baskerville Old Face

% Batang

e Formatting

o)

Place your cursor on another place on the page and click the Bullets button on
the Formatting toolbar.

Type two or three words and press the Enter key on your keyboard, and type
another word. Press Enter again.

Click the Bullets button on the toolbar again and this will finish the list.
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¢ Now we will highlight the bulleted text.

o Select the bulleted text, and click the small down arrow beside the Highlight
button on the Formatting toolbar. Select the color Yellow:

| | Aukarmakic |
Standard Colors

EEEEEEN
ONEECfOEEN

Theme Colors

EEEREREO

More Colors. ..

e Select your name text on the page.

e Click the small down arrow beside the Font Color button on the toolbar and
select your preferred color.

e Observe that the selected text in now displayed in your chosen color.
e From the main menu, choose File = Close, without saving.

SAMPLE
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Working with Text

¢ From the main menu, select File = New.

¢ In the New task pane, click on More page templates.

e In the Page Templates dialog box, click on the General tab.
¢ Select the Guest Book template, and click OK:

Page Templates [ x|

General |Frames Pages | Skyle Sheets |

E‘IE,] @‘;] @;] E_;] %, 5E

Mormal Page  Bibliography  Confirmation Feedback Options
Form Form 7| Just addihet Eask
[ r @pen incurrent frame
R (<] I == Q
@ D 1= D Description
Farm Page Frequently [eIE A=A  Photo Gallery Create a page where visibors bo your
Wizard Asked Q... ‘Web site can leave their comments in
a public guest log,
—
Search Page Table of User revie

Contents Reqistration

oK [: I Cancel

e Select the following sentence:

We'd like to Know what you think about our website.

wWe'd ke to know what you think about our web siteNREEEE
leawe your cotrmments m this public Mmestboolkl 8o we dan share
vourdhenghts with other wrsitors

éAdd Your Comments

e Type over the selected text:

Thankyou for visiting my Web Site.
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Place the cursor in the same paragraph and from the main menu, choose
Format > Paragraph:

Farmat iIDDlS Table Data F

A FEont..,

Bulleks and Murmbering. ..

Theme. ..

7
|

Skwle. ..

<«

In the opened Paragraph dialog box, choose Justify from the Alignment
drop-down list and click OK:

Paragraph

Juskify] -
_|Default

Left l,

Right H

Center [,

Justify

=

- Ll el
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Colors

Working with colors

e Launch FrontPage 2003.

e From the main menu, choose File > Open Site, and open My_ Personal_Web
in the FrontPage 2003 Foundation Work folder.

o Click on the New Page button on the Folder List to create a new page.

e In the Folder Pane, double-click new_page_1.htm to open it.

e From the main menu, select Format > Theme.

e From the Theme task pane, click on No Theme from the All available themes
list to ensure there is no theme attached to the site:

Select a theme

All available themes

Mo theme

— Motheme

1111111111

Afternoon

e Close the Theme task pane.
o _oFrom, the mainmenu, choese File > Properitiess
e Click'on the Formatting tab, and select the following colors:

Background - Automatic
Text = Navy

Hyperlink - Green

Visited hyperlink - Gray
Active hyperink - Maroon:
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Page Properties H

General  Formatting |Advanced | Cuskarn I Languagel Warkgroup |
Background

[~ Background picture
= ake it awatermark

I Browse... | Properties...l

Calars
EBackground: | Hyperlink: I_ v|
Text: I_ vl visited hyperlink: I_ vl

Active freperlink: I ] vl

oK I Cancel |

Click More Colors at the bottom of any color-related drop-down list:

[— - |

| [] Autornatic |

N EEEEEN
OECOECEEN

1 More Colors.,,

In the opened More Colors dialog box, click on various colors and observe the
changes to the New and Current color samples:

More Colors

Value: |Hex=133,29,FF-

Current:

QK I Cancel |
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e In the More Colors dialog box, click the Custom button to open the Color
dialog box:

| Color

Basm calors:

|

HEMrEEEEEN

Custom colors:

ssssmees O =

S - Sat[240 | Gieen[128|

. Dfire Bisi Colis > | C°'°ﬂs°"d Lm[150  Buefse
ok | cencsl | Add to Custom Colors |

e Choose a color from Basic colors.

o Using both the “cursor’ in the main color window and the slider on the right side
of the dialog box, create a customized color.

e Click the Add to Custom Colors button.

e The new color sample will appear in Custom colors.

e Click OK.

¢ Click OK again.

¢ In the Formatting tab of the Page Properties dialog box, click on the same
color menu and you will see your new color in Custom Colors.

e Click OK.

¢ From the main menu, choose File > Save As, and name the file
formatting.htm. Click Save.

e From the main menu, choose File = Close Site.

SAMPLE
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Images

Working with Images

e From the main menu, choose File > Open Site, and open My_ Personal_Web
in the FrontPage 2003 Foundation Work folder.

e Create a new page, and double-click on it to open it.

e From the main menu, choose Insert > Picture > From File.

e Locate Sunflower.jpg in the Images folder in your FrontPage 2003
Foundation Work folder.

e Click Insert:

1 "

o

ro e
The Clip
FOR USE AT THE LICENSED SITE(S) ONLY
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' Clip Art > x

Search for:

|Flnwer | | a0

Search in:

|Sele-:ted collections | v|

Results should be:

|Sele-:l:e-:| media file bypes | v|

Enter the word "flower" in the Search for box. Click the Go button.
Click on the roses image and it will be displayed on the page:

bounding , and usin
e following

Rectangle
Oval

he
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y//////////////////////////////////////ﬁ
r - é
z Z
7 T | 2
= %
A o o |,/f
A
. .
- “
= o
- i
/ L |
e /é

e From the main menu, choose Insert = Picture > AutoShapes.
¢ Select the "Sun" from the Basic Shapes drop-down menu. Drag the cursor to

your preferred size below the sunflower and roses images just above the
rectangle and oval drawings you just created:

ﬁ<> L0B L0 0
7,

o Place the cursor on the page above the "Sun" drawing and below the flower
images, and type the word "Flowers".

e Select the text, and from the main menu, choose Insert > Picture > WordArt
to display the WordArt Gallery dialog box:

oéo —

NWAGTRN toshapes - %
=

£

o

WordArt Gallery

Select a Wordart skyle:

ot yyordAT fasoraac,

WordArt (WordArt
Wizt [WordArt [WordArt [ 5742+ | Wodfiey

wordnrt | WordAM | vioann | Wordart |WordA(| © W

’wdm il

QK Canc

w

=l mvmnveE| svpotc

| -

e Select the first WordArt style, and double-click on it.
e The Edit WordArt Text dialog box opens:
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Edit WordArt Text E3

Fonk: Size:

| vl Black =l = il il

Texk:

(o] 4 Cancel

¢ Click OK:

B TNy T S

! .
QUES

Select the Wordart text and, using the sizing handles, reduce its size:
- =

, M aI drag them Ider the vldart, as
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| by A
=]
-, 2
e Select the sunflower image, and use the resizing handles to make the image
larger or smaller:

. -‘1 T

7
>
T

e From the main menu, choose File > Save As and name the file images.htm.
e Click Save.

SAMPLE
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Save Embedded Files

Embedded files to save: Picture previe:

fame | Folder | Ackion |
Save

Rename Change Folder... Set Action... | Pickure File Type... |

ok, Cancel |

¢ From the main menu, select File > Close Site.

SAMPLE
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Using Hyperlinks

Using File = Open Site from the main menu, open My-Personal_ Web.
Choose View = Folders from the main menu if the folder list is not already
displayed.

Create a new page and name it SunflowerBee.htm. Open the page.
Place the cursor at the top of the page, and press the Enter key.

From the main menu, choose Insert > Picture > From File and locate the
image SunflowerBee.jpg in the Images subfolder, located in your FrontPage
2003 Foundation Work folder.

Click Insert.
Return to the Folder List view.
Double-click images.htm to open the file.

Place the cursor anywhere below the sunflower image and from the main menu,
choose Insert > Hyperlink to open the Insert Hyperlink dialog box.

From the Link to bar, choose Existing File or Web Page.
In the Text to display box, type SunflowerBee.htm.

In the Look in area, select My_Personal__Web.

Select the SunflowerBee.htm file:

ScreenTip. .. |
Bookmark,.. |

Insert Hyperhink

Link kot Text to display: ISunFIDwerBee.htm

;:ﬂ Look. in:
Existing File or
Web Page

Place i;is

Cracument

I My _Personal_‘Web
éj Images.htm (open)

#=] SunflowerBee,htm (open)
[5) _derived
) _fpclass
i) _overlay
I _private
i) _themes
) Ay
I3 ki
B

ISunFIowerBee.htm

- = als

Address:

E-mail Address
Cancel

Click OK:
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SunflowerBee htin

e Ctrl + Click on the hyperlink text to check the link.

e Return to the images.htm file.

e To remove a link, highlight it and then choose Insert > Hyperlink and click
Remove Link in the resulting Edit Hy perlink dialog box.

e Click on the Undo button on the Standard toolbar to insert the hyperlink again.

e Close the Web Site, saving all the changes.

Using E-mail Links

e Select File = Open Site from the main menu, and My-Personal_Web.

¢ Open the images.htm page.

e Place the cursor below the previous hyperlink, and from the main menu, choose
Insert > Hyperlink.

e From the Link to bar, click E-mail Address:

el
Existing File ar
‘Web Page

S|
Place in This
Dacument

1

Create New
Dacument

o In the Text todisplay field, type/Mail Me.
e In the/Email address field, type/flowers@Xxxxx.com
o “In the Subject field, type Flowers:
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Inzert Hyperlink E |
Link ko Text bo display: IMaiI Me ScreenTip. .. |
iC3 E-mail address:
Ezxisting File or ImaiItD:FIDwers@xxxx.com
Web Page
Subject;
= Flowers
&

Placein This  Pecently used e-mail addresses:

Drocument IZ[ Parameters... |
Stwle, .. |

Creake New
Dacurnent

=
(0’4 I Cancel

E-mail Address

Click OK.
Click on the Save button on the Standard toolbar.

To view the results of the email hyperlink, click the Preview in Microsoft
Internet Explorer button on the Standard toolbar:

BlUrAR Y - AR

Presity in Microsoft Internet Explorer 6.D|

Close the Web Site.

Using Other Links

UsingyFile = Open Site from the main menu, open'My-Personal_Web.
Open'the file SunflowerBee.htm in the Folder List.
Select the small bee image and click Hyperlink from the Insert menu:

From the Link to bar, choose Existing File or Web Page.
In the Look in area, select My_Personal__Web.
Select the index.htm file.
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Click OK.

Now we will create a hyperlink using only a small portion of an image.

Place your cursor next to the bee image, and press the Enter key.

From the main menu, choose Insert > Picture > From File and locate the
image Butterfly _small.jpg the Images subfolder, located in your FrontPage
2003 Foundation Work folder. Click Insert.

Select the butterfly image to display the Pictures toolbar. If the toolbar is not
displayed, from the main menu, select View > Toolbars > Pictures.

Click the Circular Hotspot button on the toolbar:

Lh Ly 42 2k dbh < | O QDT ol

ae— Circulat Hokspok

Select an area within the image and when you release the mouse button, the
Insert Hyperlink dialog box will automatically be displayed:

H_.'___.-l—- ™
Inzert Hyperlink

Link kot Texk to display: F

;ﬂ Look in: I
AN | Frictinn Filafar - Ii'

Link to the file index.htm in the Folder List.
Click ©K.
Close the Pictures toolbar.

1o _check your link, move the cursor over the "hotspot"” and press.Crtl +.Click
The linked file will open.

Save the file.

Switch back to the SunflowerBee.htm file.

Place the cursor a couple of rows below the butterfly image, and from the main
menu, choose Insert > Picture > From File.

From the main menu, choose Insert > Picture > From File and locate the
image Roses.jpg in the Images subfolder, located in your FrontPage 2003
Foundation Work folder.

Click Insert.
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Place the cursor just above the bee image and type "Roses":

Foses

Now place the cursor a line above the Roses,jpg, and from the main menu,
choose Insert > Bookmark.
Name the bookmark "Roses" and click OK:

Bookmark

Bookmark name:

|Roses

COther bookmarks on this page:

Clear |
G Tio |

Now select the "Roses" text at the top of the page.
From the main menu, select Insert > Hyperlink.

Click the Place in This Document tab, and select the Roses bookmark from
the list displayed in the dialog box:
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Edit Hyperlink

= B_UD

Place in This
Document

e Click OK.
e To view the result, Ctrl + Click the "Roses" text.
e Save and close the Site.

SAMPLE
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Tables and Cells

Working with Tables

e Open My_Personal_Web.
o Create a new page and name it tables.htm, and open it.

e From the Table menu, choose Insert = Table:

Table | Data Frames  ‘Window

}:Z Layaut Tables and Cells, ..
Cell Formatting. ..
Eﬁ Draw Table

Rows or Columns., .. !

B Delete Cells

Select k Cell

B terge Cells Caption

o In the Insert Table dialog box, observe the default options, and create a table
with 5 rows and 2 columns.

e Click OK:

SAMPLE
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Inzert Table

e Resize the table, by clicking and dragging the column and row lines:

&

e Place the cursor in the table and from the Table menu, choose Insert = Rows
or Columns.

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



PAGE 41 - FRONTPAGE 2003 - FOUNDATION LEV EL WORKBOOK

e Observe the default options in the displayed Insert Rows or Columns dialog
box and click OK:

Inzert Rows or Columns

{* Rows " Columns

Mumber of rows: |1 ::II

Lacation:

" pbove selection

' Below selection

QK I Cancel |

¢ Note an additional row has been added to the table.
¢ Select the table, and from the Table menu, choose Table Properties > Table:

Insert 3
2 Delete Columns
T3 Merge Cells

el

Caption

o In the Table Properties dialog box, select "yellow" as the background color
for the table:

Background

Colar: ||I /] _v*
[ Use background picture

e Save the file.
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¢ From the main menu, choose File > Close Site.

Working with Cells

e Open My_Personal_ Web.

e Open tables.htm in the Folder List.

e Place the cursor in the top left cell of the table.

¢ From the Table menu, choose Split Cells to open the Split Cells dialog box:

Spit Cells H|

& Split inta columins

g

™ split into rows

.

Murmber of colurmns:

=
=

Qi I Cancel |

¢ In the Split Cells dialog box, split the cell into 2 columns.
e Click OK.
e The top left cell of the table is now split into two separate cells:

e Select the two cells in the second row of the table.
e From the Table menu, choose Merge Cells.

e Select the second row in the table.
e From the Table menu, choose Table Properties > Cell.
¢ Change the Background Color to "Green':
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Cell Properties

e Click Apply, and then click OK.
e Observe the color change in the table cell:

e Save the file.
¢ From the main menu, choose File > Close Site.

SAMPLE
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Productivity

Working with Web Pages

e Open My_Personal_Web.

¢ Open the SunflowerBee.htm file in the Folder List.

e Place the cursor to the right of the roses image.

e Open the Word document Text.doc in your FrontPage 2003 Foundation
Samples folder.

¢ Copy and Paste the text into the SunflowerBee.htm page at the cursor
position.

o Select the roses image, and right-click and select Picture Properties to open
the Picture Properties dialog box.

e Click on the Appearance tab. Choose the Left Wrapping style, and change
the Horizontal and Vertical spacing to 10:

Picture Properties [ x|

Appearance |General I Yidea I

Wrapping style

= E

Mone Left Right

Layouk

alignment: ILeft 'I Harizonkal spacing: IID i’
Border thickness: ID :I Yertical spacing: IID i’

Size

[¥ Specify size widh: 7 < Height: [55 =

% i pixels % i pixels
\spect ratio
Skyle,,, |

" in perc inp

e Click OK.

e Observe the text now wraps to the right and below the image.
e Click Save.

¢ Open the index.htm file from the Folder List.

¢ In Design view, choose Insert = Navigation from the main menu to open the
Insert Web Component dialog box.

¢ Select Link Bars in the Component type list, and in the Choose a bar type,
select Bar with custom links:
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Insert Web Component

Zomponent bype: “hoose a bar bype:

o) Bar with custom links

4= Bar with back and nesxt links

Bar based on navigation structure

gﬁ, Dynamic Effects

i@ Weh Search

ﬂ Spreadsheets and charts
Hit Counter

Photao Gallery
Included Content
Table of Contents

Top 10 Lisk
Lisk: iew x| =l

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

Find components

e el Zancel | = Back I Mexk = I Einish |

g

Click Next. The Choose a bar style window opens:

Inzent Web Component 2 | x|

Choose a bar skvle:

Use Page's Theme

0 R _I
-

A skyle based on the theme of the page.

Find companents
b

Scroll‘through the samples, chaose Afternoon, and click Next:
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Inzernt Web Component 2 | x|
hoose a bar style;
o3 ragoc s rineinmc ;I
|
H o
MRAR WHRR %
—
| F\Fternoon—t LI
Y
A graphical style based on the 'Afternoon’ theme.

Find components

nheren Cancel < Back I Mext = I Finish |

P

e Choose the horizontal orientation and click Finish.

¢ In the Create New Link Bar dialog box, type New Link Bar for a name. Click
OK:

Create New Link Bar |

Cancel

e The Link Bar Properties dialog box will now be displayed:
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Link Bar Properties E3

General | Style |

Choose existing:

(Few Tk Ear g e

Links:

butkerfly, htm Add link. .. | Additional links:
Formatting. htm [~ Home page

SunflowerBes.htm .
kables,htm Remave link | [ Parent page
Modify link... |
[MEwe up |
IMove dowin |

oK I Cancel |

Click Add Link, and click on the Existing File or Web Page tab in the Add to
Link Bar dialog box.
Select the aboutme.htm file in the Folder List, and click OK:

Add to Link Bar BE
Link: tar: Text bo display: |al:-c-utme.htm
i Look in: I My_Personal_Web j | @l E’;l
Existing File or :
wieh Page ) _private -
Current 3 Images
Falder ) '
g ) images_Files
]
Place in This () phatogallery
Document Erowsed

Pages | /@] Favorite.htm

@] Feedback.htm
] Formatting,htm

images.htm
index. bk
abaoutme. hikrn

Repeat the above steps to select all of the .htm files in the Web,Site.

Click OK.

The Link Bar in your selected color and style will be displayed on the page.
Move the cursor two or three rows below the Link Bar.

Drag the image Sunflower.jpg from the Folder List onto the page.

Select the image, and from the main menu, choose Tools > Auto Thumbnail.
The selected image will now be resized to a thumbnail.

Save, saving imbedded files, and close Site.

Recenk
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Publishing

Publishing a Site

e Open My_Personal_Web.
e Open index.htm.
e From the File menu, choose Preview in Browser:

f

=

{=LL

en..  Ckrl+0

L L
IQI

Close

Open Sike. .,

V.

Close Site
Save Ctrl+3
Save fs...

Save all

Ew L

File Search...
Publish Site. ..
Impart, ..

Export...

1 Microsaft Inkermet Explorer 6.0 Fiz

Preview in Browser »
Page Setup... 2 Microsaft Inkermet Explorer 6.0 (640 x 480

3 Microsaft Inkermet Explorer 6.0 (500 x 600)

el

4 Microsoft Internet Explorer 6,0 (1024 x 768)

Send... Edit Browser List. ..

e

¢ In the Preview in Browser sub-menu, select your preferred browser.

e Your web browser will open and display the page as it would appear on the Web.
s Close the browser window.

e  From the View menu, choose Reparts > Site Summaury.

¢ The Site Summary window opens, listing thestypes of reports available:
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MNarme

1 1 the curr ebste
Pictures i} OKE  Pickure Files in the current Web site (GIF, JPG, BMP, etc.)
@é) Unlinked files a OKB  Files in the current Web site that cannot be reached by s..
I% Linked files 1 7KE  Files in the current Web site that can be reached by start,
|__(_'|‘_) Slow pages i} OKE  Pages in the current Web site exceeding an estimated do.
Iﬁ Older files a OKB  Files in the current Web site that have not been modified .
& Recently added ... 1 7KB  Files in the current Web site that have been created in th,
% H: links 7 Al hyperlinks in the current Web site
? Unv§ jed hypetl... 4 Hyperlinks pointing ko unconfirmed target files
&5 Broljgclick on this item ko see the "Hyperlinks" report Izrlinks pointing ko unavailable target files
@ External hyperlinks 4 Hyperlinks pointing ko files outside of the current Web site
% Internal bvperlinks 3 Hyperlinks pointing ko other files within the current Web sit
@ Component errors i} Files in the current Web site with components reporting a.
@ Uncompleted tasks ] Tasks in the current Web site that are not yet marked co..
[ Unused themes i} Themes in the current Web site that are not applied to an.
% Style Sheet Links ] &l Style Sheet Links in the current web site,
Dwvnamic Web Te. .. i} All files that are associated with a Dynamic Web Template.

e Click on each file in the left column to explore the reports.

e A zero (“0”) in the Count column next to a report indicates that there is no
report available.

¢ From the main menu, choose File = Publish Site:

eel

File
1 Hew..

7 Open. ChlH+0

1=

®5 Opensie...

Close Site

Publish Site. ..
=t

roperties...

Recent Sites 3

Exit

<«

e The Remote Web Site Properties/dialog box opens.
¢ _Select the Remote Web Site tab, and specify the Remote Web site location
(cheek with yourinstructaor):
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Hemote Web Site Properties

PE—

e Select the Publishing tab, and choose the type of items to be published to the
remote server:

Remote Web Site Properties

the pages to be
e Save and close the Web Site.
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