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Building a Web Site

When you have completed this learning module you will have seen how to:
e Create a New Web Site

e Create a Web Site with a Wizard

o Create a Web Site using a Template

e Use the Web Location Options area

¢ Choose Web Hosting Service Providers
e Choose ISP Service Providers

e Use a Personal Web Server

o Create a new Page using a Template

e Check Spelling

e Check Hyperlinks

e Set Tasks

e Set Permissions

Using a Wizard or Template

Creating a New Web Site

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

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

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

¢« On the other hand, whenla web page'is created diréctly onto a local hard disk
or network drive, it can be published at a later point by using the Publish
Web feature/

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

e This'is a very good way to create a web page for a first time user.

¢ When a web site is created, the location of the files for the web that are saved
must be specified, either to a local hard disk, network drive, or a Web
server.

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

¢ If saving to a local web for testing, and only if Web server software like
Microsoft PWS is running on the computer, specify the server address as
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http://localhots/ or http://127.0.0.1. The web site will be functional
immediately when web creation begins.

e If saving to a local web other than Microsoft PWS, the FrontPage Server
Extensions will have to be installed on the computer being used for the web
site creation.

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

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

Creating a Web Site with aWizard
e From the main menu, choose File = New = Page or Web to open the New
Page or Web panel:

Mew Page or Web r X
Open a page D%

Index
Favarites
Lirks
Inkro

EF; More pages...

New
[ Blank Page
@] Emphy Web

Mew from existing page
ﬁ] Choose page...

New from template
Cne-column Body with Two Sidebe

Personal Web
] Page Templates. ..
@] web Site Templates. ..

] ] Templates on Microsoft, com

[ addiiteb Folder. ..
| @ Microsoft FrontPage Help

|| Shiiw at startup |

o " Select Web Site Templates to.open the Web Site Templates dialog box:
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Web Site Templates

.8 & [

Custamer Database Options
Support Web  Interfa... Specify the kacation of the new web:

S | ' g [c:11y DocLmetsiay websimpweb: ]
Discussion  Empty Web Importwua Personal Web Erowse. ., I

Web Wizard
o e [~ Add to current Web

m' = I g = |Seciite o e et e ey

Desscription
Project Web ?_2::}:32; a
presence for your organization,

] =

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

e The Discussion Web Wizard.

e The Database Interface Wizard

e The Import Web Wizard.

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

Web Site Templates
Web Sites |

[
Lg
_—

one Page i ]
Web ‘BSE =
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" Corporate Presence Web Wizard

This wizard helps you create a presence for your
compary an the *Woaorld 'wide Wweb.

ou will be asked a series of questiohs about yaur
company and the kind of information you want to
present. Your ahswers to these questions will determine
the kind of web the wizard creates for you.

Cancel | % Hark Firizh |

This wizard moves through a series of steps which include:

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

" Corporate Presence Web Wizard

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

Press the buttan below ta bring up a dialog that lets yau
zelect from a list of available themes. If you dan't
choosze a theme now, you can still apply one later bo
the pages generated by the wizard.
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Apply Theme to: Sample of Theme:

& All pages
¥ Gelected pagels)

| | | T
Heading 1 Style

@® Bullet1
W Wivid colors m Bullet 2
[ Active graphics ® Bullet3
I™ Background picture .
™ Apply using C55 Heading 2 Style

< I _'ld

0K Cancel
| | |

e Once all steps are completed, the final wizard will allow you to launch the Tasks
view in a new window for the newly created web site, allowing you to view the
total pages to be edited:

orporate Presence Web Wizard

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

You can finish customizing the web pages after they
are uploaded to the zerver. The wizard will add some
tazks to the Tazks View to help pou remember to edit
therm.

¥ Show T asks View after web iz uploaded

[NENEEENEEEENEERNEEERNED

\ A Cancel |l‘ﬁack | ﬂm‘

ot Starked

| @ hot Starked

uskarmize e Page
| Custorn@e News Page M ABC Inc. Mews Page .

@ 1ot Starfed  Custofige Products 7. M. ABC Inc, Products Page
@ Mot Started  Customize Services P... M. High ABCInc, Services Page
1]

!

M

£ A= something
aﬂiwur own public relstions text |
create daka shests for your own prols
.o desenbe your service offerings

« Medum  ABC Inc, FeedbackPage  2/20/02 1:2...  adijust input areas in the form

.. Madium  ABC Inc, Table of Cont...  2/20/02 1:2... descrbe sections in more detal

. Medum  ABC Inc, Search Page 2fz0f02 1:2.., explsn how to ssarch For commanik,..

| @ Not Started  Customize Feedback ..
| @ Not Started  Custorize TOC Page
| @ Not Started  Customize Search Page

e Double click on a task to open the Task Details dialog box:
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L Jhak Starked Zuskomize Home Page

8 Mot Started Cuskomize Mews Page

Task Details

replace genetic bext with something more specific ko your company|

Click the Start Task button to open the page for editing:

Company Logo crmment -- reptace with your logo image T

Hage Feeigack corgras Selgeh
[ | Home [ |

{Edil the properies for this Link bar lo display hyperfinks hare]

roductory paragrap home page hare This
g 0N the Intemet 1o stepin and have 3

engage in a forum on various topics:

ut

reate an ar

er
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Weh site Templates

Web Sites |

5] |
=

One Page e
Web Pr

Thiz wizard helps pou create a discussion forum about &
topic of your choice, |t constructs a wab of inter-linked
pages in which users can compose new atticles and find
ewsting ones.

“fou will be asked a senes of questions about how you
want the discussion to be presented and sccessed Your
answers to these questions will determine the kind of
dizcuszion web the wizard creates for you,

Cancel ] Finish |

This wizard moves through a series steps which include:

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

""" Discussion Web Wizard

The discussion web documents can be configured for use

with browsers g ing frames. In a fr, digcuzs
ile of Contents 3

N —"
N

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

& Contents above cument article

" Contents beside curent article

Cancel | < Back I ﬂext)[] Finish |

e Once done, click the Finish button, and the discussion page will open in a new
window, allowing you to begin editing:
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|/ index.htm x
- |

CONTENTS

of all cirtic

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

Note: This Wizard needs the FrontPage server extensions installed in order
to work:

D atabase Interface Wizard

would wou like

Cancel I = Bach I Mexk = J\ Finish I

This wizard moves through a series steps which include:

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

D atabase Interface Wizard

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

Edit column and form field type list:

I MHame | Column Type | Form Field Tyupe |

Address Mema Text Area

— — Chaice Integer Option Button
|| ——

e | —

|| ——

e | —

| —— .

Add Modify Delete

| ——

Cancel | = Back I MNexk = [Z] Eimish |

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

/ resiks_page.asp ¥ submission_form.asp Y indeshtm ), x|
by

Database Interface

%

A page that extracts sts content from your database.

Submission Form
A form that will insert its results into your database.

/mﬂ.tsjnge.naﬁ:{ t _Form.asp Y index.htm '\

Results Page  seere Stmanion
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N S —
Submission Form

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

" Import Web Wizard - Choose Source

o
»

24y Document st My Webs
r

ton to open the t wizard
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Import Web Wizard - Edit File List

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

Refresh buttan.

Files: 4 Excliide | Refresh |
Welcame, hkm
Inkro.hkm

Links. bk

Favorites.htm

< Back I Mext = hl Cancel |

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

" Import Web Wizard - Finish

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

Cancel
N A —é

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

o Click‘the Folders_ button in the \Views panel This'will open to show the web
files that were imported to the new web site being created:

Fﬁer List Coﬁnts EF'E:W\; Docments'l,My WeﬁmywebS—
=23 C:iMy Document: | Name Title Size | Tvpe Modified Date
{:I _private
{:I images [:Iimages
Favorites.htm Mew Page 2 1KE  htm Zfz0/02 5:23
index. hkm Mew Page 1 1KE  htm 220002 5:23
B tntro. hem Mew Page 2 KB hbm 2fz0f02 5:23
Falders Links.htm Mew Page 1 1KE  hikm 2/z0f02 5123
P s
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Creating a Web Site using a Template

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

e Select Web Site Templates to open the Web Site Templates dialog box:

'Web Site Templates

e Sices |

9 & 8] & [=
S

Corparake Customer Database Optians
Prasen,..  SupportWeb  Inberfa.., Specify the location af the new wab:
@ @ @ @ [C:\My Documentsitty Webs|mmwebt x |
Discussion  Empty Web  Import web  Personal web Browse... |
‘Wb ‘Wizard ‘Wizard

I~ Add to current Web

E I @ I™ | Seciite connection recired (ool)
Destription

Project Web ?2:""‘:'13:; wc:umeammbma single blank

o ] _cona |

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

Web Site Templates

Web Sites |

e The Customer Support Web template allows you to create a full customer
support web site, without having to use a wizard:
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: Caontents of "C:\My Documentsiiy Websimywebs'
Name [ Tite

e | _prrivate
j images

size | Type | Modified Date

icatalog. htm Catalog 2] 5:37)
@contact hem Contact Us 9KE  htm 220002 5:37
Qﬁcusuaﬂr.htm Included Artice Footer For... IKE  htm 2f20f02 5:37
gi'lcusuahdr.htm Incleded Artide Header fo... 2KB  htm 2f20{02 5:37
Ecusw:frm.htm Custammer Support Diseuss. .. 2KB  hkm 2j20f02 5:37
@cusufout.htm Included Footer for Custa... 1KE  htm 2fz0f02 5:37
Ejcusuhead. hem Included Header For Cust,., IKE htm Zf20f0z 5:37
Etusupost.htm Customer Support Discuss... 3B htm 2§2002 5:37
B:Icl.lsusrd'!.htrn Customer Support Discuss... KB hkm 2f20/02 5:37
@cusutoc.h{m Customer Support Discuss... 2KB  hkm Zf20f0z 5:37
¥ discuss.htm Customer Support == Discu., . 8KB  htm 2f20f02 5:37
@ Faq, hem Fad 1SKB  him 2f20{02 5:37
Efcedback htm  Sugoestions from Customers 2ZKB  hkm 2f20/02 5:37
1] indbenc. bem Customer Support WWeb 14KkE  htm 2f20f0z 5:37
?Droducts.htm Products SKE  hkm Z[20/0z 5:37
] search.htm Search 9B hkm 2f20/02 5:37
:Elservite. hitrn Customer Support -- Bugs 13KE  hkm 2f20f02 5:37
gsuggest.htm Sugoestions SKE  hkm Zj20/0z 5:37
¥ whatsrew htm  What's New 14KkB  htm 2f20f02 5:37

| I i3

Simply double click on a page to open and edit.

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

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

The Personal Web template allows you to create a full personal web site,

without having to use a wizard:

I Sice | g, | e Dots

Simply double click on a page to open and edit.

Falder List | Contents of 'C:\My Documentsity Websimyweb10'
-y Sty Document: _I'\. | T-
[3 _private
L[ C7 mages [images
- photogalleryJIE0 photagallery
aboutme.htm Abaut: Me gkE
@Favnrite.htm Favarites % 12KEB
Feedback.htm Feedback 11KE
indes. bk wielcome to my Web site 16KB
B irterest. htm Interests 14kE
photo.htm Photo Gallery 12KB

hkrn
bk
hkm
bk
bk
Fikri

2(20/02 5:39
2(20/02 5:39
2(20/02 5:39
2[20/02.5:39
212002 5:39
2/20/02 5:39

The Project Web template allows you to create a way for multiple members of

a team to touch base.

All information that is being created by each individual of the team for a

project, can be stored here as well:
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Conkenks of 'C:\My DocumentsiMy Websimyweb11®

Hame

Title

Siee

T

Modified Dute

E]archlve.htm
E]contm:t.H:m
@discus.htm
£ inde:x.hkm
kbaftr Hem
kbszh bt
5] bcfrm. him
] bFoot.him
B8] bhead Hitm
B8)kbpost him
E]l’bsrch.ﬂ:m
kbtoc. hbm
memieer s him

B8] ez him
Elreod(frm.hrm
E]reo&oot e
E]reqchmd.htm
9] readpost bt
E]re\:ldsrch Hem

reqdtoc.hbm

schedule. htm

search.him
Rl

archive
Contact Us
Discussions
Home

Included Article Footer For...
Included Article Header fo...
knowledge Base Confirma, ..
Included Fooker for Knowd. ..
Included Hesder for Know. .

Knowledge Base Submissi...

Knovdedge Base Search F...

Knowdedge Base TOC
Members

Included frticke Footer For...
Included Article Header fo. ..

Requrements Discussion ...

Included Footer For Requi, ..
Included Header For Requi...

Requirements Discussion ...
Requirements Discussion ...
Requrements Discussion ...
Schedule

Search

14€E

hkm
hem
hem
hem
bkm
bhkm
b
]
b
hem
bkm
bkm
bem
hem
b
b
hkm
]
hem
hem
bem
bkm
bhkm

2/20f02 5:40 PM
2/20/02 5:40 PM
2/20/02 5:40 PM
2/20/02 5:40 PM
2/20(02 5:40 PM
2[20/02 5:40 PM
2J20/02 5:40 PM
2/20j02 5:40 PM
2J20/02 5:40 PM
2}20/02 5140 PM
2/20f02 5:40 PM
2/20f02 5:40 PM
2/20/02 5:40 PM
2/20002 5:40 PM
2/20/02 5:40 PM
2[20/02 5:40 PM
2j20j02 5:40 PM
2/20{02 5:40 PM
2}20/02 5:40 PM
2/20/02 5:40 PM
2/20/02 5:40 PM
2/20(02 5:40 PM
2[20/02 5:40 PM

i |

The main use for this template is for an Intranet.

The SharePoint-based Team Web Site template allows you to create a more
intense collaborative site that has a shared document area, contact and task
lists, calendar, and more.
This template can only be created on a server that has SharePoint (Office
Web) server extensions installed. Otherwise, a warning dialog box will open:

Microsoft FrontPage

&

" A A

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

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

search page.

Click here to learn maore,

Web Logation Options| WA H & i i

Using the Web Location Options area

The Web Site Templates dialog box allows you to select the appropriate
location that the new site will be hosted from.

From the main menu, choose File > New > Page or Web to open the New
Page or Web task pane.
Select Web Site Templates to open the Web Site Templates dialog box.
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In the Options area, select the directory to where the new web site will be
stored:

Oplions
Specify the location of the new web:

| My Documents | My Wiel |:I 5 | MM IAE| |:I 15

L
Browse, .. |

[~ Add to current Web

I | Secure comneckion) requited (SEL)

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

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

If the new site also has a home page named index.htm, one of the pages will

be deleted, so it is best to leave the Add to current Web checkbox unselected
as to not lose any information.

Choosing Web Hosting Service Providers

There are a variety of web hosting providers, and with that, they need to be

compared to know which will provide the needed requirements on a per-user
basis.

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

Disk Space - The Disk space tells you how much space you will need with all
pages.and any /multimediasfiles contained insthemweb,site. #To get a betteridea
of how much gpace will be required,/create a disk-based web site closely
matched to what the final product will be. The space' taken on the disk will tell
you the space you'will need from the provider:

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

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

FrontPage Server Extensions - Make sure that the web hosting provider will
include the FrontPage server extensions, and not charge separately for
them, as well as have the most up-to-date version of the extensions.
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Domain Name Hosting - Some service providers can provide better pricing on
domain names, rather than going through the older web name registries.

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

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

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

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

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

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

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

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

Choosing an ISP

¢ An ISP (Internet Service Provider) is mainly concerned with the user that is
connected to the Internet, not the web that is being hosted on the Internet.
However, using an ISP provider allows you to use only one provider for all your
needs, and can be a better solution for smaller companies with smaller sites.
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Using a Personal Web Server

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

If using a NT4 or Windows 2000 environment, access to the Internet
Information Server (11S) is probably already provided.

If using a NT4 environment without access provided, the NT4 Option Pack can
install a version of IS, located on the Microsoft web site.

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

If using a Windows 98 or Windows 98 Second Edition environment, the Windows
Installation CD can install a version of 1IS.

Designing a Web Site

Creating a new Page using a Template

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

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

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

Page Templates

Confirrmakion
Forri

Select the'Frames Pages tab to view|various templates thatialready contain
frames:
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Page Templates

izeneral  Frames Pages | Skyvle She

a8 =]

Banner and Contents
Conkents

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

Page Templates

General I Frames Pages Style Sheets I

Once a template is selected, it will open in a new window.
From the main menu, choose File = Properties to open the Page Properties
dialog box

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

Page Properties EE

General IBackground I Margins | Custam I Language I Warkgraup I

Location: |unsaved Minew_page_2.htrm

Title:

Base |ocation:

I L et Frame: E
Biackgr ound

Lacation:

Clienk (IE 4.0 CHTMLY

IInherit from Web EI I

Clienk: IInherit from Web j
Style. .. |
[0]4 I Cancel |

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

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

Checking Spelling

o A simple spell check on individual pages can be done. From the main menu,
choose Tools = Spelling to open the Spelling dialog box:

Spelling HE

Mot in Dickionary: Iseding

Change To: |sending

Suggeskions:

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

Cancel |

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

e Open the web site in any view except for Page.

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

ES Spelling EHE

Check spelling af:

" Selecked page(s)

o _Select Entire web under the Check spelling of area.
e Click Start:
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Ef Spelling EE

Check spelling of:

" Selected pagels)

& Enttire web Cancel |

COptions:
F[:%dd a kask For each page with misspellings:

Skatus | Page | Count | Misspelled

[ ] ABC Inc. Products Page {products.hkm) z Descrition

1| | 3
Found 2 misspelled words in 1 page, |Pages searched: 17)17 i

This allows you to do a Global spell check of all pages within the web site
created. Select the Add a task for each page with misspellings checkbox to
remind you or to assign the task to another person to correct the misspellings.
Double click on the file listed in the dialog box to open the page and correct any
misspellings.

Checking Hyperlinks

From the main menu, choose View > Toolbars > Reporting to open the
Reports toolbar.

From the Reports toolbar, select the Verify Hyperlinks icon:

Reports - | v|‘ - %@,

| Wigws || Folder Lisk || '-.-'eriFies heypetlinks in the current weh|

VYernfy Hyperlinks EE3

Tio A
4mul pages shoulc‘avlu che

e mosk current version of the Web,

Skart ﬂ Cancel |

OR from the main menu, choose Tools > Recalculate Hyperlinks to update
all views of the web site as well as the multiple items within the web site:
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Recalculate Hyperlinks
@ The Recalculate Hyperlinks command does the fallowing:
- Repairz all hyperdinkz in paur web
- [Updates infarmation for all FrontPage-bazed components,
inchuding shared borders and link bars
- Synchronizes web data, database informatian, and categonies

Thiz process may take several minutes. Do pou wish to continue’?

Note: You must be online to use either method.

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

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

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

Setting Tasks

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

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

Task name: I = l\ﬂ_ﬂlzgium

Assigned ko; I-RY j  Low

Associgted with:  products.htm

Completed: Mo

Madified b (Has not been modified)

Created by: Meredyth Conn on 2/20/02 at 7:50:10 PM

Description:

oK I Cancel |

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

Enter the required information, and click OK.

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

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

This will open the Add Task dialog box.

Enter the required information and click OK.

Setting Permissions

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

Fromithe main/menu, choose Tools = Server = Permissions to open the
Permissions/dialog box.

Browse - Allows users to access the web pages through an internet browser,
andview the pages. Alterations of any kind cannot'be made by a browser.
Authaor and Browse - Allows ‘certain users to create and|edit any content on
thesweb site, but they cannot add, delete or manage the webgsitesand pagessin
any way.

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

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

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



Page 28 — Microsoft FrontPage XP - Intermediate Level Manual

How would you:

o Create a New Web Site?

o Create a Web Site with a Wizard?

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

e Use a Personal Web Server?

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

e Check Hyperlinks?

o Set Tasks?

e Set Permissions?

SAMPLE
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Frames

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

Use Frames

Use a Frame Template

Edit Framesets

Create Custom Framesets

Use Target Frames

Create Custom Frameset Templates
Place Pages into a Frameset

Use Static Frames

Remove a Frameset

Use DHTML Layout Positioning

Use Absolute Positioning for Layout
Use Relative Positioning for Layout

Use the Wrap Text Style

Create Page Transitions

Create Collapsible Outlines

Set Z-Order Layering

Collect Elements

Working with Frames

Using Frames

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

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

Using framesrallows you to show static as well as dynamic elements on a page.
Static elements are visible whatever|the viewer may do, and dynamic
elements are alteredbased on aviewer’s input.

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

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

e Select Page Templates to open the Page Templates dialog box.

¢ Select the Frames Pages tab:

Page Templates

General  Frames Pages |St3-'|e She

& @

Banner and Contents

Contents

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

Page Templates

General Frames Pages I

5

Banner and Conker
Zonkents

/new_page_1.htm %

[Bormal| o Frarmes EHTML Eframes age HT. Cuereview | | E

¢ The Contents template allows you to create a frame for links to the left of the
page, allowing the viewer to select and alter the page in the main view:
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Page Templates

General Frames Pages |St3-'|e S

o 6@

Banner and
Contents

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

Page Templates

General Frames Pages | Skyle Sheets I

o =) &
]

Banner and Conkents

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

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

e The Header, Footer and Contents template allows you to create frames for
links at the top, bottom and left side of the page, allowing the viewer to select
and alter the main view:

Header,
Footer and
Contents

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

¢ The Nested Hierarchy template allows you to create a page where there are
links in the frame on the left, the link destinations appear in the frame at the
top, and the destination pages are in the bottom frame:

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

¢ The Vertical Split template allows you to create a page with left and right
frames that are independent of each other:

' /new_page_1.htm %
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Editing Framesets

A Frameset is where multiple frames appear in the same page.
Click on the page within a frame to edit the text within the frame.
An active frame has a dark blue border surrounding its edges.

Place the cursor on a frame edge, then click and drag to alter the size of the
frame.
Click on the Frames page HTML button at the bottom of the window to view
the frameset file HTML information:

HTML |

[Ghvormal| @ o Frames EIHTML [ESFrames Pag ot

Frames Page HTML

CL Preview

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

||3N|:urmal %\In Frame~\ EIHTML EFrames Page HTML A Preview

0esn't support therm,

Creating Custom Framesets

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

If using Horizontal Split template, the frameset can be modified to have the
links in the frame on the top of the page alter the contents in the bottom frame,
and the links in the bottom frame alter the contents in the frame on top:

‘Sellntid Page.

©No Frames BHTML Trames Page HTML Qereview | 1 |

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



Page 37 — Microsoft FrontPage XP - Intermediate Level Manual

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

Frame Properties

MName: IE

Initial page: I

Browse... |

Frame size
Column width: |1 ::II |Relative j
Height: |1 ﬂ IRelative j
Margins
width: [z =
Height =
Options

¥ Resizable in browser

IIF MNeeded j
Ok I

Frames Page... |

Show scrollbars:

Skwle. .. |

Cancel |

¢ Right-click on the bottom frame, and from the pop-up menu that appears, select
Frame Properties.

e Take note of the name of the frame that was supplied from the template, and
click Cancel:

K E3

Frame Properties

bation)

I

Initial page: I 43

Marne:

Browse. .,

r\

Opkions

¥ Resizable in browser

IIF Meedad - |
()4 I

Erames Page. .. |

Show scrollbars:

Style, .. |

To split the frame:
e Click to place the cursor inside a frame.

Cancel |
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From the main menu, choose Frames > Split Frame to open the Split Frame
dialog box:

Split Frame EH

|

" Split inka rows L\}

Ik I Cancel

Select an option and a small preview of the split will appear on the right side
of the dialog box.
Once done, click OK:

o e

toten the 1 /Ert
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Inzert Hyperlink

Link to: Text to display: | < <Selection in Documenk s>
@ in: yweb2 -
B Jue | 3 ol els
\Web Page & First page htm (open) = Bookmark... I
CFHS:ET 1 _private
D _ images
Place in This "',‘ feedhack
Document Browsed  F3] first page —|  Parameters...
Pages K] index
,';j news
Create Hew Recent [
Document Fles [ —
Address;  [Lorivate =l

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

Using Target Frames

e To have a truly static frame, confirm that it is not the target frame for a
hyperlink in the web.

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

o Click the Target Frame button to open the Target Frame dialog box:

Bookmark. ..

Parameters. ..

kyle, .,
oMte |Iagebased Iks with tI
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Target Frame E

Cormmon kargets

|Paae Dref aulk inu:unei
wWhale Page

Flew Window
Parent Frame

—Current frames page

Target setting
I_seIF

[T 5et as page default

Ok I Cancel

Select a name from the Common targets list, and its preset template name will
appear in the Target setting field.

New Window — This will place the link into a frame and when the link is
selected, it will open in a new window.

Same Frame — This will place the link into the selected frame, and when the
link is selected, it will open in the same area that the link was located, and the
frame layout is not altered.

Parent Frame — This will place the link into the selected frame, and when the
link is selected, it will open in the same area that the link was located and will
reset the browser window.

Whole Window = Whenthe link is'selected, it will open to replace the entire
page window, taking\the place of the ariginal frameset.

Creating Custom Frameset Templates

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

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

Name the template in the Title field.

Click OK.

From the main menu, choose File > Save As to open the Save As dialog box.
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e From the Save as type drop down menu, choose FrontPage Template:

| i =

‘Web Pages

Paqe title: ‘FrontPage Template
Active Server Pages
File: name: HyperText Template

HyperText Skyle Sheet -
Save as bype: IWBb Pages

e Click Save to open the Save As Template dialog box:

Save As Template [ 7]
Title: INEW Page 1 Browse, .. |
Mame: Inew;uage_l

Description: wpe vour description here,

[ Save Template in Current YWweb

Ik I Cancel

o Edit the Title and Name fields as required.
o Enter into the Description field a brief description of the template being saved.

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

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

e __Onee done, click,OK.

PlacingyPages’into a Frameset

e, The pages to be placed into an existing frameset must be created befare they
can be placed.

¢ Open the'frameset that the pages will be inserted into.

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

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

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

o Select the required target frame.
o If required, select the Set as page default checkbox.
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e Click OK to close the Target Frame dialog box.
e Click OK to close the Insert Hyperlink dialog box.
e The link to the inserted page will open the new page within the selected frame.

Using Static Frames

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

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

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

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

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

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

Removing a Frameset

e From the main menu, choose View > Folders to open the folders list
OR click on the Folders icon in the View panel to open the folders list.

e Select the frameset file, and from the main menu, choose Edit > Cut
OR press the Delete key on the keyboard.

Note: If a frameset is removed, all frame target entries or links that are
connected to the removed frameset must also be removed.

Resitioning Content mm  sn pom. » I

uUsing'DHTML/Layout,Positioning

e Positioning/code created through Cascading Style Sheets within the DHTML
toolkit works mainly ‘with 'Internet Explorer 4 and 5 browsers:

¢ Any Netscape browser understands the code, but cannot properly execute the
layout.

Using Absolute Positioning for Layout

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

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

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

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

e Click on the image to select it:

/ new_page_t.htm* Y new_page_7.htm* _new_page 8.htm '\ x

Comment The daffodil

®

fAdd this
page (o
ihe
INavigation
view fo
display
hyperlinks

hare] B
[Bormal] @ HTML Qpreview | 1| |

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

SAMPLE
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Position

o Hfe e
o [=]

_i“
[ O R

| =
[ ok | _ concd |

Select the Absolute icon.

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

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

Click OK:

The image may be sitting on top of the entered caption, but this will be fixed.
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If the image is not sitting exactly where you want it to be, there is no need of
continually going back to the Position dialog box and altering the pixels one by
one.

Simply select the image and drag to the required location.

Select the caption text:

/ new_page_1.him* Ych_pag:j.htm”\{ new_page_B.him \

|»

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

Select the Absolute icon.

The caption text is now an absolute element.

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

/ newi_page_1.htm* )"neu_page_?,htm*\( new_page_S.him '\ =

_omment The daffodi

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

Using'Relative P@sitioningifor Layout

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

However, Relative Positioning allows the elements to be a part of the text
stream, liké static elements. The'location of the relative element does not have
togbe’ exact as they will appear 'on the jpagelin the order thatstheysappearswithin
the HTML file.

Note: That if an image is in relative positioning with text flowing around it, and
if the Top or Left values are altered from the default value, the image will
appear in the new location, but only white space will appear where the image
used to be.
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Using the Wrapping Text Style
Select the image on the page:

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

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

¢ From the Positioning Style area, select None.

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

Position
Wirapping style
Mone Left Right

Positioning skyle

[a] [= |2

Mone Absolute Relative

The roots of all flowers have turned full
cycle by.the time romance. enters the
picture/ Formany people, romance now
does not necessarily mean the diehard
tradition of a dozen roses, but'a more
crealive and earthy flower bouquet. The
alternatives that have appeared over the years have given
joy tothese who receive a living plant versus something
that will eventually die‘in‘onlya couple of weeks.

Using Dynamic Content

Creating Page Transitions
¢ Open the page that the transition will be applied to.
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From the main menu, choose Format > Page Transition to open the Page
Transitions dialog box:

Page Transitions | 7]
Event: Transition effect:
IF‘age Enter j Mo EFfect
Blend
Duration I B in
(seconds): Box ot
Circle out
Wipe up
Wipe down
Wipe right
Wipe left
Yertical blinds ;I

(04 I Zancel |

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

Event:

IPage Enter

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

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

Click OK.

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

Creating Collapsible Outlines

A collapsibleoutline is created around a list that is bulleted or numbered.

This allows you to create an outline that when clicking a topic heading, the
information will appear.under the heading, and then by clicking the heading
again, the information will be removed.

You can create a nested list that has at least one sublevel within it:
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o Flowers
© Roses
o Tubps
o Daffodls
o Holidays
o Christmas
o Birthdays
o Valentine's Da_\.'l

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

From the main menu, choose Format > Bullets and Numbering to open the
List Properties dialog box.

Select the Enable Collapsible Outlines checkbox:

¥ Enable Collapsible Cutlines
I Initially Collapsed

This will allow you to close the list so only the main bullet headings are
visible. This will also treat the sub-lists as separate lists unto themselves.
When the page holding the list is opened in Internet Explorer 4 or 5 browsers,
the entire list will be visible and the second-level headings under the main
heading will disappear if the heading is selected:

o Flowers
&Hohdays
o Chnstmas
o Birthdays
o Valentine's Day

Setting Z-Ordering Layering

Z-ordering layering will allow you to stack images in a set order.

All'of,the layergmare relativento the other, withmlayer,O being the background
image.

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

Select|the image to be layered:
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/ new_page_1.htm* X new page_2.htm* Ynew_page_d.htm*'\_

Gnarmal] EHTML Qpreview | |

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

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

¢ Enter the required layer value in the Z-Order drop-down menu:

Position EHE

WWrapping style

E'D O

Mone Right

Positioning stvie

MNane
and size:

Left

O

Absolute Relative

O

¢ The bottom image is order O, with each image being layered in the required
order after that.
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e The layers will be placed over each other matching the Z-Order placement:

f new_page_1,htm®* \4': new_page_2,htm# Ynew_pan

Collecting Elements

e Graphics and text elements can be put inside an absolute position box so that
they can be moved together on the page.

e Type a line of text.
e Insertan image next to the line of text:

The beaches were warm and romantic.
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e From the main menu, choose Format > Position to open the Position dialog
box.

e Select Absolute in the Position style area.

e Click OK.

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

[ | [ ]
The beaches were warm and romantic.

all®
—_—

.:EL'—_E_ —
| ] ) 2 i | ]

Review Questions

How would you:

e Use Frames?

e Use a Frame Template?

e Edit Framesets?

e Create Custom Framesets?

e Use Target Frames?

e Create Custom Frameset Templates?
o _Place Pages intg,a Frameset?

e Use Static Frames?

e »Remove a Frameset?

e Use DHTML Layout Positioning?

e Use Absolute Positioning for Layout?
s Jse Relative Positioning for Layout?

e Use the Wrap Text Style?

o Create Page Transitions?

e Create Collapsible Outlines?

e Set Z-Order Layering?

e Collect Elements?
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Forms

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

Create a Form using the Form Page Wizard
Collect Form Content

Use the Saving Results Options
Create a Custom Form

Inserta Text Box field

Insert a Text Area field

Insert a File Upload field

Insert a Check Box field

Insert Option button fields

Insert a Group Box field

Insert a Drop-Down Box field
Insert Push Button field

Insert an Advanced Button field
Insert a Picture field

Insert a Form Label field

Set Form Properties

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

Use the Send to Email option

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

Creating a Form B A IEn B [

Creattngia Form using the Form Page Wizard

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

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

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

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

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

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

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

[NEEEEEEEEE

Cancel | < Bachk I Mext = I% Einizh

Click Next to begin creating the form:

" Form Page Wizard

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

it | Eemm-'el

fdEse | Muveguwnl =5 I |

(NNEEEEEEEEEEEREEEEER

Cancel | | <Eack| Flext = I Finizh |

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

" Form Page Wizard Ed

Select the lwpe of input to collect for this question:

‘contact information

account infarmation
product information
ordering i_nfu:urmatim ;I

Dezcription

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

Edit the prompt for this question:

Please provide the following contact infarmation:

[ Question 1 af 1]

[NNEEEEREEEEEER

Cancel | ¢ Back I Mest » I Bt

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

" Form Page Wizard Ed

IMPUT T*PE: contact information

Chooze the items to collect from the uger:

o full st last = first, lazt, middle
v | Title ™ Home phone

v anization

(=

[ Question 1 af 1]

(ANEEEEENEENNNNENNENEE

Cancel ¢ Back I Mest » } Finizh

e Select the specific information that will be collected with the first question on
the form.
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e Once done, click Next to move to the next wizard window:

" Form Page Wizard

[ I = s

1. Fleaze provide the following contact infarmation:

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

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

SAMPLE
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" Form Page Wizard

PRESENTATION OPTIOMNS

How should the list of questions be presented?

™ az nomal paragraphs

™ az a numbered list

r' az a defirition |ISt

YWiould you like a T able of Contents for this page’?

Clyes  F g

The wizard can align form fields uzing HTRL tables or
formatted paragraphs. Some older web browsers may not
support tables.

¥ uze tables to align form fields

(NENEEEENEERENNNNENERRENNENENS
Cancel < Back I Hest > ﬂ Einizh

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

" Form Page Wizard E

OUTPUT OFTIONS

How do wou want to handle the input generated by ugers
when they submit a form?

™ zave results to a web page

% izave results to a bext files'

e cLshom

nter the baze na f the tesults file:

Cancel < Back I ﬂEHt>[_\! Finizh |

ﬂ;z

fuil

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

" Form Page Wizard E

Thosze are all the answers the wizard needs to
create vour Farm Pagel

Click on the Finish button to generate the page.

Cancel | < Back | (e | Eirizh [:!

¢ Click Finish to create the new Form page:

/' new_page_1bem® X new page 2.him* % new_page 3hem Ynew_page_4hm® Y, ®
New Page 4
Thoe 19 an explanation of the purpose of the form

* Please prowde the following contact mformation:

Namer|

Title |

Crgawization |
Work Phone |
Fax]
LIRE I

Submit Form | Fesat Fom |

Btz e |1 EH

of 'Save the page/

e  Select'the Preview button at.the bottom of the window to view how the page
willhlook on a web'browser:

LY v )

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

Collecting Form Content

e If the save results to a web page option was selected in the OUTPUT
OPTIONS window of the Form Wizard, look in the Folder list to locate it.
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e A results page will be in the folder list, named formsrslt.htm.
e When a viewer completes the form and clicks the Submit button, the results are
automatically sent into this folder.

To view the results accurately:

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

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

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

Opening the file from the folder list will open it in an application that can read
.txt files, typically Windows Notepad.

If the use custom CGI script option was selected in the OUTPUT OPTIONS

window of the Form Wizard, the script will process the collected information
and will store it however the script instructs it to.

Using the Saving Results Options

e The Save Results portion is the main handler of all form results. It takes all
information collected by a form and saves it to a file in a variety of available
formats.

¢ Right-click on a field within a form and from the pop-up menu that appears,
select Form Properties to open the Form Properties dialog box:

Form Properties EHE

where ko store results

{* Send bl

File name: IFiIe:,I',I',I'C:,I'My Documents My Websimyw Browse... |

E-mail address: % I

" Send to dakabase

" Sendto other ICustom ISAPI, MS&PI, OGI, ar ASP Scripk

mies
Farm H

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

& Send ko other

Form properties

Discussion Form Handler
Reqistration Form Handler

Farm name:

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

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

File name:

I Erowse, ., |

File Format: %
[HTrL =]

¥ Inchude figld names ¥ Latest results at end

Optional second File:

File name:

I Browse, ., |

File Format:

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

[6]4 I Cancel |

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

TheéEile namesfield allowsiyou to name therfilesthat,the form results willnbe
placed in.

The File format drop down menu allows yaul to choagse the format for the file
holding, the form results.

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

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

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

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



Page 60 — Microsoft FrontPage XP - Inter mediate Level Manual

Select the E-mail Results tab:

Saving Results EHE

File Results  E-mail Results |C0nFirmati0n Page I Saved Fields |
E-mail address to receive résulks:

E-mail Format:
|Formatted ket j

r Include field names

E-mail message header:

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

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

The E-mail format drop down menu allows you to select the format for the
results being sent via email. Formatted text is the default setting.

Selecting the Include field names checkbox allows you to have the field
names inserted into the results email.

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

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

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

Select the Confirmation Page tab;
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Saving Results B

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

URL of confirmation page (optional):

I Browse. .. |

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

LURL of walidation Failure page {optionaly:

I BiEwse |

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

O I Cancel |

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

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

The URL of validation failure (optional) field will be grayed out until at least
one validation page is created for a specific form field. A page can be sent to

the viewer’s browser letting them know that the information they entered on the
form was invalid.

Select the Saved Fields tab:

Saving Results HE
'ms I E-mail Results ]‘irmation Page Fields |
W

AW
Save All
Date and time:
Dake Format: I(HUHB) j
Time Fiormat: I(none) j

Additional information to save
I Remote computer name r Username

r Browser type

OF I Caneel
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The Saved Fields tab allows you to set specific form fields to be placed in the
results file.

The Form fields to save area will list all the names of the fields on the form.
Any fields selected in the list will be written to the results file according to the
order that they appear in the list.

Creating a Custom Form

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

Open the page that the form will be created on.

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

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

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

/ new_page_1.htm* Y new_page_2.htm* ¥ new_page_3.htm* % contact info Form.htm \ x

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

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

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

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

Inserting Form Fields

Inserting Form Fields

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

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



Page 63 — Microsoft FrontPage XP - Inter mediate Level Manual

Inserting a Text Box field

A Textbox field allows one line of text and up to 999 characters.
Click to place the insertion point where the text box field will be located.

From the main menu, choose Insert = Form = Textbox to place a textbox
field on the form:

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

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

Text Box Properties EE
Marne:

Initial I
walue:

width in characters: IZD Tab order: I

Password figld: “lyes O po

Style. .. | validate. .. I (814 ﬂ! Cancel |

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

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

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

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

—

Select the Validate button on the dialog box to open the Text Box Validation
dialog box:
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Text Box Validation EHE
Display name: I
Data type:
Text format
r [letters
= Gimits
Murmeric Format
Grouping: & Gomma £ Ferind ) cnace £ iane
Degimal: ) Gomma & Ferind
Data length
™ Required  Min length: I Max length: I
Data value
™ Field rmuosk be: IGreater than or equal VI alue: I
™ and must be: ILess than or equal to Vl alue: I
[a]4 I Cancel |

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

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

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

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

It is recommended to practice with these functions before finalizing them in a
form.

Once done, click OK.

Inserting a Text Area field

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

Click to place/thelinsertion\point where the text box field will be placed.
Fromithe main menu, chaoose'| Insert = Formp=IText Area to place a text area
field on the'form.

Right<click'on the text area field and from the pop-up menu_that appears,_select
Form Field Properties to open the TextArea Box Properties dialog box:
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Texthrea Box Properties EHE

Marne:

Initial walue:

hidth in characters: I2D Tab order: I
|2

Mumber of lines:

Style, .. | Validate, .. | OF ﬂ Cancel |

Use the same methods as the Text Box Properties dialog box to alter the look
and customize the text area field.

Inserting a File Upload field

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

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

Note: Before testing this example the site must be placed on a server before
you can access the File Upload field area properties. This will work only if the

Web site is installed on a server that has the FrontPage Server Extensions
installed.

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

i

Browse. .. |

Finish creating the pages and entire site as required.
Createa folder in the web where the'received files will be ‘placed.

Right-click on the'folder icon in the folder list, and from the pop-up menu that
appears, select Properties to open the Properties'dialog box:
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web hiles Properties HE
General |
Mame: Web files
Type: folder
Location: CihMy DocumentsiMy Websimyweb2_privatelwet
Contains: 1 files, O folders
Size: 0 bytes

I | &llaw scripts ar programs bo be

I™ [ allvs amanymeus upload bekhis direckars

I | llow uplzaded Files ba ovetwrite existing flEnames

Cancel | ol I

Deselect the Allow scripts to be run checkbox.

Select the Allow anonymous upload to this directory checkbox.

Once done, click OK.

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

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

Select either the Send to file name or the Send to database options.
Click the Options button to open the Saving Results dialog box.
Select the File Upload tab:

Saving Results H

File Results | E-mail Results I
lﬂmation Page | pmSaved Fields iUDload
e : by

Destinal

| Compekition
I Expense Repark
[V Goals/objectives

Assigned to:

I ﬂ MNames. .. |
Review skatus:

I j Statuses. .. |

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

Inserting a Check Box field

e A Checkbox field allows you to insert an element that allows the viewer to
select specific and minimal choices.
e Click to place the insertion point where the checkbox field will be placed.

e From the main menu, choose Insert > Form > Checkbox to place a checkbox
field on the form:

{n
¢ Right-click on the check box field and from the pop-up menu that appears,
select Form Field Properties to open the Check Box Properties dialog box:

Check Box Properties EHE
Tarne: Iﬁ

Yalue: ION

Initial state: © Checked Mot checked

Tab order: I
Style... | [al'4 [‘:EI Cancel |

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

Inseiting Option button fields

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

o Click te place the insertion point where the optiontbutton field will be located.

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

¢ Right-click on the field and from the pop-up menu that appears, select Form
Field Properties to open the Option Button Properties dialog box:
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Option Button Properties E3
Group name:

YWalue: I'-.-'l

Initial skate: % Selected 7 Mok selected

Tab order; I
Skwle, .. | Yalidate. .. | | (0] 4 EI Cancel

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

Inserting a Group Box field

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

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

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

e Select the Compatibility tab:

Page Options EE

eneral I AutaThumbnail I Default Font I HTML Source I Color Coding  Compatibility |

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

2 Changing these settings may make some meny and dialog box opkions
components supporked by the options wou specify here,

Browsers:

-

I r VErsions:
AN
Servers: ' ‘
I.Eustom ||
v e wi Exte s
I By ech iE5.

WA.w 1 §

W Eh ke s

IV | ¥BSeript ¥ £S5 1.0 (formatting)
¥ Javascript V¥ 3520 (positioning)
V¥ Java applets ¥ active server pages

V¥ Dynamic HTML ¥ WML graphics

W Downlevel image File

[o]'8 S! Cancel
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Select the required browser from the Browsers drop down menu:

Browsers:

Cuskam

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

m
(=i

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

Browsers:

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

Browser versions:

Cuskom

5.0 browsers and laker
4,0 browsers and laker
3.0 browsers and laker

Select the required server from the Servers drop down menu:

Browsers:

IMicrn:ns::nFt Inkernet Explorer anly j

Browser versions:

ICustDm j

SErvers:

Cuskam

Microsaft Internet Information Server 3.0 and later
[Apache server

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

Frem’ the main menu, choose Insert = Form > Group Boxgtogplace a group
box field on the form:

l* Group box

Right-click on the field and from the pop-up menu that appears, select Group
Box Properties to open the Group Box Properties dialog box:
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Group Box Properties EE3

Label:
align: IDeFauIt j

Skyle, . | (04 I_‘! Zancel

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

Inserting a Drop-Down Box field

e A Drop-Down Box field allows you to give more selection options to the viewer.
e Click to place the insertion point where the drop-down field will be located.

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

[

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

Drop-Down Box Properties

Mame: |D1

Chaice | Selected | Walue | add. .. |
[Ei |

l BEMuvE
‘ GWE

e [

le sele [ Yes
* 1 ho
(874 %I

Skyle, ., | Validate, ., |

Cancel |

e Alter the information as required, and once done, click OK.
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Inserting Push Button field

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

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

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

Buttan |

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

Push Button Properties EHE
Mame:
Waluejlabel: |Buttc-n
Button bype: & normal " Submit ™ Reset
Tab order: I
Skyle. .. | oK EI Cancel |

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

Inserting an Advanced Button field

e An Advanced Button allows you to insert a slightly more descriptive version of
the push button.

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

o _oFrom,the mainmenu, choese Insert=gFormp=pAdvanced; Button togplacegan
advanced button field on the form:

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

¢ Right-click on the field and from the pop-up menu that appears, select
Advanced Button Properties to open the Advanced Button Properties
dialog box:
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Advanced Button Properties
Marmne: IE
Yalue; I
Button Type: INDrmaI "I Tab Crder: I

Bukkan Size

wWidth: |—:|
Height: I—il

Skyle, . | | Ok, g Zancel

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

Inserting a Picture field
e A Picture field is different from simply inserting an image onto a page.

e The picture field does what a Submit button does; it's just a fancy version of
how the viewer can send the form.

¢ Click to place the insertion point where the picture field will be located.

e From the main menu, choose Insert = Form = Picture to place an picture field
on the form:

Right-click on thefield and from the pop-up menu that appears, select Picture
Properties to open the Ricture Properties dialog box:
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Picture Properhies

popescance | Genwral | w0 |

e The Form Field tab is only to name the picture. The field will not be labeled on
the form, this is only for recording and file purposes.
¢ Select the Appearance tab:
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Picture Properhes

¢ This tab allows you to view and/or edit the source of the image, as well as the
type of image that is being placed.

e Select the Video tab:

Picture Properties

e A Form Label field allows you to connect a line of text to another specific field.

o If youtry to add a Label field without doing the following steps, a warning
dialog box will appear, telling you what to do:

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



Page 75 — Microsoft FrontPage XP - Intermediate Level Manual

Microsoft FrontPage

Tao add text az alabel for a farm field, inzert the form figld, tupe the desired label text, select
the form field and the label text, then choose the Label command.

e Create a Textbox field.
o Type some identifying text beside the textbox field.
e Select the field and the text.

e From the main menu, choose Insert = Form = Label and the line of text will
be connected to the textbox:

l First name

Setting Form Properties

¢ Right-click within the form boundaries, and from the pop-up menu that appears,
select Form Properties to open the Form Properties dialog box:

Form Properties EE

Where to stare results

File name: IFiIe:,I',I',I'C:,I'My DocumentsiMy Webs/mywn  Browse, .. |

E-mail address: % I

™ Send to database

" Send ko other ICustom ISAPT, MSAPI, CGI, or &5P Scripk j

Form properties

Forrm name:

Targek frame:

]
| N

|
AR [\ A
.\ A A

o Alter the properties as required.
e\ Once_done, click OK\
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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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