
FrontPage 2003 Training


Creating a Web Page


1. Open FrontPage 
a. Start ( Programs ( Microsoft Office ( FrontPage

b. Views

i. You are in Page View – the page editor

ii. Folders View – your files

iii. Reports View – reports that show broken links and pages that load slowly.

iv. Navigation View – all the pages in the web and their links

v. Hyperlinks View – shows links between pages

vi. Tasks View – to track who is doing what work on the web page project

2. Create New Web Page

a. View ( Task Pane (if not already open)
b. Getting Started

c. Create a new page or site
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d. One Page Web Site

e. Type the USB drive and the name classweb in the Properties Box Drop Down Box, for example if your USB drive is f:

i. f:\classweb
ii. f:\portfolio
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3. Create New Pages in your Web

a. New Page Button at top right of screen
i. You will see New Page on the Tab at the top of the screen
b. Save
i. Page Title ( Change Title Button – Type Home Page Title
ii. File Name in lower case – index.htm
c. New Page Button at top right of screen

i. You will see New Page on the Tab at the top of the screen

d. Save
i. Page Title ( Change Title Button – Calendar

ii. File Name in lower case – calendar.htm
e. Create all the pages in your web

f. Folder List Icon

i. Expands and Collapses Folder View

4. Adding Themes
a. Task Pane ( Theme

i. Curser Over Theme

ii. Select to view
iii. Click Blue Arrow to Apply to your page
iv. Customize – to see Theme in greater detail or customize

v. Apply as Default Theme

5. Save Web – IMPORTANT – Window Pull Down

a. Save – an asterisks indicate unsaved work
b. You don’t save a web, you save individual pages to update files.  After you work on each page in your web, you must save it before working on another page.
6. Linking Your Pages in Your Web

a. View ( Navigation
b. Click on Folders Icon so you can see both the Folders on the left side of screen and Navigation

c. Click and drag the each page under the Home Page to it’s appropriate spot in your web hierarchy.
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7. Insert Page Banners

a. Insert ( Page Banner ( OK

b. Center Banner ( Save
8. Formatting with Tables

a. Table ( Insert ( Table
b. Select Numbers of Rows and Columns
c. Border Size ( Zero if you don’t want to see the Table Outline
9. Table Properties
a. Table ( Table Properties( Table
i. Border Size to 0 if you don’t want to see the Table Outline
10. Cell Properties
a. Right click in cell ( Cell Properties
i. Horizontal and Vertical Alignment of information in Cell
11. Adding Color to Table Rows or Columns
a. Select Row or Column
b. Cell Properties ( Background Dropdown ( Select Color
c. Table Properties ( Check Collapse Table Border
12. Adding Text to your Page
a. Bullets (work like Word)

i. Increase Indent and Decrease Indent Twice to change outline levels

b. [image: image6.png]Fle Edt Vew Iuert Fomat Toos Table Data Frames Wndow tel Type 2 uestion far ey v
Do AR Pl d 8 s ad S0 oo J 88201008

: |BLUIEE=S| AN EoRR - |

LA B EChlalae s\ SO0t oLl b= 22 Bl GlEl s O
New v x
b Site Templates.

[ Generl | padges | horepont seies | Newpoge

(]
g 8 g 3 :
Coporste_Comomer Database optons ([ &

g g g g = 2|3

Dicsson gty Web It Web  Prsanl Web onse g

Wieb Sit. Site: Site Wizard Site: ),
ot to et b s E

= = [lencrypted connection required (551)
Templates

e Search ariine for:
Project Web  sharePoint
e Shorehont SR DO aDT O =)

Recently used templates

[Mierasoft Office ward 2003 gutan Lt
(Create and e text and araphics ntters, reparts, Web pages, or e-mal
| messages by using Microsoft Office Word.




New Line 

i. Shift Enter

c. New Paragraph

i. Enter
13. Shared Borders (footer)
a. Tools > Page Options > Authoring Tab

b. Check Both Boxes

i. Author–Time Web Components

ii. Shared Borders > OK

c. Format > Shared Borders

i. All Pages

ii. Check Bottom

d. Table > Insert > Table

i. 1 Row, 2 Columns , Border Size Zero

ii. Name and Email Address

iii. Cell Properties > Horizontal Alignment Email to Right
14.   Adding Navigation Bars to each page
a. Place Cursor under Page Banner on the Home/Index Page
i. Insert > Navigation 
ii. Bar Based on Navigation Structure.
iii. Use Page’s Theme
iv. Choose Orientation – Horizontal or Vertical
1. Hierarchy
a. Child Page – a page that is connected to and below another page in Navigation view
b. Parent Page – a page that is connected to and above another page
c. Same Level Pages – pages that are connected by a horizontal line
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15. Change Navigation Labels
d. Tools ( Site Settings ( Navigation Tab
e. Change Parent Page Label
16. Custom Buttons for Custom Menu
a. Select Table Cell for Button
b. Insert ( Web Component ( Interactive Button ( Finish
c. Select Button ( Type in Text ( Type in Link
d. Font Tab for different font or color
e. Image Tab to change button dimensions or background color
17. Spell Check

a. Run Spell Check from Folders View
b. View ( Folders
c. Tools ( Spelling
d. Check entire site 
18. Preview in Browser
a. File ( Preview in Browser
b. Close Browser when done
19. Changing Titles of Pages
a. View ( Navigation
b. Right click on Name and choose Rename
20. Gather Images That You Own/Have Permission to Use

a. File ( Import ( Add File

b. Select Images ( OK

c. Drag Several Images and Drop in Images Folder (already automatically created for web)

21. Reducing File Size of Images for Web
a. Right Click on Image in Folder List

b. Open With ( Microsoft Office Picture Manager

c. Compress Pictures link

d. Compress For: Web Pages

e. OK

f. Save and Close
22. Formatting for Images

a. Table ( Insert ( Table

b. Place Cursor in appropriate table cell

c. Insert ( Picture ( From File

d. Choose Image from Web Page Folder List

23. Resize Picture

a. Click on Picture and use corner handles, OR

b. Right Click on Picture

i. Picture Properties

ii. Appearance Tab

1. Alignment

2. Horizontal and Vertical Spacing = space around picture 
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increase to 5
24. Thumbnail Images
a. Insert Image in Table
b. Select Image
c. On Picture Toolbar, click Auto Thumbnail Button
d. If you don’t see the Picture Toolbar, View ( Toolbars ( Picture
25. Create Photo Gallery
a. Insert ( Web Component ( Photo Gallery
b. Choose Gallery Option
c. Click Add and Select Photos from USB Drive
26. Create Background Image
a. Rt Click Page ( Page Properties ( Formatting Tab
b. Select Background Picture and Watermark ( Browse to Picture
27. Adding Hyperlinks
a. Open web page you wish to link to
b. Page View
c. Add Text to page that you wish to link to 
i. Amazon
d. Highlight Text
e. Insert ( Hyperlink 
f. Browsed Pages ( Site at top of list
g. To Open the web site in New Window
i. Target Frame ( New Window
h. To Include a Screen Tip or Text Bubble
i. Screen Tip ( Type Tip or User Prompt
28. Link to a PowerPoint Project

a. Remove Slide Transitions and Save As New File with lower case name
b. Remove any images that are copyright protected – those you do not have permission to use
c. File ( Import ( Add File

d. Select PowerPoint Presentation

e. Click OK

f. Type Link Text in page

g. Select Text

h. Insert ( Hyperlink

i. Select File from list in Properties Box or Type file name exactly 

j. Click OK and Save

29. Link to a Word Document
a. Rename document with lower case one word file name

b. File ( Import ( Add File

c. Select document
d. Click OK

e. Type Link Text in page

f. Select Text

g. Insert ( Hyperlink

h. Select File from list in Properties Box or Type file name exactly 

i. Click OK and Save

30. Bookmarks – Internal Page Destinations

a. Place cursor where you want bookmark – Top of Home Page

b. Insert ( Bookmark

c. Name Bookmark - top

d. Type text in page – Back to Top

e. Select text – Back to Top

f. Insert ( Hyperlink

g. Bookmark Button

h. Preview Tab in Page View to test bookmark
31. Hot Spots/Image Maps
a. Close Folder List and Task Pane
b. Select the picture to which you want to add hot spots. 
c. If the Pictures toolbar is hidden, right-click the picture, and then click Show Pictures Toolbar on the shortcut menu.
d. On the Pictures toolbar, click Rectangular Hotspot 
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, Circular Hotspot , or Polygonal Hotspot [image: image2.png]


. 
e. On the picture, do one of the following: 
i. To draw a circle   Click to place the center, and then drag to the size that you want. 
ii. To draw a rectangle   Click to place one corner, and then drag to the size that you want. 
iii. To draw a polygon   Click to place each corner of the polygon, and then double-click to finish the shape. 
f. When you release the mouse button, the Insert Hyperlink dialog box opens.
g. Locate and select the file that you want the hot spot to link to ( OK
32. Forms or Surveys (must have a server with FrontPage Extensions)
a. File ( New ( More Page Templates
b. General ( Form Page Wizard ( Next
c. Add ( Specify Input ( Edit Question Prompt ( Label Input
d. Finish
e. Edit Author Information at bottom of form
f. Rt Click ( Form Properties ( Add Email Address
g. Save ( Name Page
33. Moving Your Site to the Web 
Using Secure Shell to Upload Web Pages to Agora Server
Step 1

· Open Secure Shell

· Click File
· Click Connect
· Host Name – agora.cair.du.edu
· Username – your username, for example daustin
· Connect

· No

· Agora Password

Step 2
· Window

· New File Transfer
· Browse to USB drive with drop down box
· Select classweb file in Local Name Box 
· Drag classweb folder from Local Name (left window) and drop directly on to public_html folder in Remote Name (right window)
Step 3
· Check your web page

· Open Internet Explorer

· Your Web Page URL: www.du.edu/~username/classweb
Step 4
· File

· Disconnect
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