Getting Started with FrontPage 2000

To Create a New FrontPage Web on a Floppy Disk

1. Launch Microsoft FrontPage 

2. On the File menu, point to New, and then click Web. 

3. In the Web Sites list, select Empty Web. 

4. Look to the right under OPTIONS, in the Specify the location of the new web box, type A:\YourLastName. ( OK.

5. Answer YES to Convert the Floppy Disk into a FrontPage Web.

To Open an existing Web stored on a Floppy Disk

1. On the File menu, click Open Web 

2. Use the Look In box to navigate to the 3 ½ Floppy : A Drive
3. Select the web you want ( Open.
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  To open a web that you've opened recently, Choose Recent Webs from the File menu, and then click the web you want. 

Creating a Template

1. Click File ( New ( Page ( Normal Page.
2. A new white page will open up.

3. Add all the components for your template

· Choose a background color or image.

· Choose text and hyperlink colors that go well with the background.

· Include a heading that identifies the web site.

· Graphics

· Shared Borders - Include navigational links, which will be used to point visitors back to your homepage and your organizations Homepage.

4. Click File ( Save
5. Save this file as template.htm
How to use your template

1. Open the template.htm file.

2. Add the new content for this page.

3. Click File ( Save As ( Give your page an appropriate concise file name.

4. Click the Change Button
5. In the Title field give your new web page a unique title ( OK ( Save.
To Preview your Web Page

1. Use the Preview Tab at the bottom of FrontPage Editor

OR

Click File ( Preview In Browser ( Choose Browser Name ( Preview.
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To Change the Background Color of a Page

1. Format Menu ( Background
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To Choose a Solid Background Color from the drop down list.
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You can also adjust the Default Text Color

3. Select OK.

To Set an Image Background

1. Select Background Image

2. Select the Browse Button.

3. Select the Clip Art Button (bottom of window).

4. Select an Image from the Microsoft ClipArt Gallery ( Insert ( OK.

To Set an Image Background Saved from the Internet
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Select Background Image. (See above diagram)

2. Select the Browse Button.
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Select a file from your computer by clicking here.

4. Use the Look in box to locate saved background file.

5. Click on the Background file you want to insert(  Click OK ( OK.

Adding Text to your Web Page

Using text in FrontPage is much like using text in any word processor. However, there are a few differences that can confuse beginners.

1. Double spacing is the default. To force a single spacing you must press Control + Enter at the end of each line.

2. The program allows you to select from a series of fonts; however, they may not always display correctly on another computer that does not have that font. Work with common Fonts.
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Wrapping text around graphics will take some practice and formatting.
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Change Style
Change Font

Font Size
Bold, Italic, Underline
Alignment left, center, right
create numbered or bulleted lists
Indent text left  or right
Text Color

1. Inserting ClipArt
2. In the FrontPage Editor, click the page where you want to insert the clip art.

3. On the Insert menu ( choose Clipart. This opens the Microsoft Clip Gallery.

4. In the Clip Gallery select an image or picture (Insert.

To Insert an Image - Saved from the Internet

1. In the FrontPage Editor, click the page where you want to insert the image.

2. On the Insert menu ( choose Image.

3. In the Image dialog box, click the From File button.

4. Use the Look In box to locate the saved image.

5. Click on the image you want to insert, (OK.


Some people who surf the Internet choose not to view images to save downloading time.  FrontPage Editor automatically adds the name and the size of the image as a text alternative for these people. But you can make the information about your graphic more descriptive by following these simple steps:

1. Place your mouse on top of the image and right click the image one time.

2. Drag your arrow down to Image Properties

3. In the Alternative Representations Text Field type the text that you want to appear to describe your image. 

Editing Images with the Image Toolbar

1. Click on the image to select it.

2. Use the toolbar below to make changes to the image.


Add Text 
Position

Absolutely


Crop the image
Resample
More Buttons





Auto

Thumbnail
Forward

Back
Rotate
Contrast

Brightness
Transparent Background 
Create Hotspots


To create a thumbnail image

1. A thumbnail image is a small version of an image on a page that contains a hyperlink to a full-size version of the same image. Note:  Auto Thumbnail PRIVATE "TYPE=PICT;ALT=Auto Thumbnail button"will be unavailable if the picture you selected is already smaller than a thumbnail, if the picture has a hyperlink or hotspots set for it, or if the picture is an animation.
2. Select the image.

3. On the Picture toolbar, choose Auto Thumbnail. 

4. FrontPage creates the thumbnail picture and a hyperlink to the original full-size picture.

1. Moving Between Web Pages/Files

2. 
3. View the Folder List         Your screen will split into two sections the folder list will be on the left.
4. Double Click the file you want to view. The file will open on the right hand side.
Note: To close the folder list and work in a full screen, click the folder list tool again. 
Adding Tables

Tables are most commonly used to arrange text and graphics on your screen. HTML does not allow having columns. Tables allow you to create a column effect, which also allows you to have text beside an image/graphic.

5. Click the Table menu ( Insert Table. 

6. Type the number of columns and rows.

7. Select a border size. (0" will remove the borders/gridlines.)

8. Specify width (100 % spans across whole page, 50% half page)


Editing Tables

1. The Cursor must be blinking inside the table.

2. Click the Table Menu ( Table Properties.

3. Make the necessary changes.

4. Use the Help Button to get an explanation of the different options available.


Creating Hyperlinks

1. In the FrontPage Editor, select text that will identify the hyperlink.

2. Click the Insert Menu ( choose Hyperlink.

3. In the Create Hyperlink dialog box,

· Click a page or file to make it the target of the hyperlink.

· Type in a WWW Address to link to an Internet site.

· Type in an e-mail address to link to e-mail.

· Use the drop down list to stop at a preset bookmark.
(You must create a bookmark before hyperlinking to one. See steps below to create a bookmark.)
To Create a Bookmark

1. Select the text to which you want to assign the bookmark.

2. On the Insert menu, click Bookmark. 

3. In the Bookmark Name field, enter the name of the bookmark, or accept the name that FrontPage suggests. You can include spaces in the bookmark name.

4. Click OK.


To Add Sound (as a Hyperlink)

4. In the FrontPage Editor, select text/image that will play the sound.

5. Click the Insert Menu ( choose Hyperlink.

6. In the Create Hyperlink dialog box, click the button create a link to a file on my computer.

7. Use the Look In box to locate the saved sound file.

8. Click on the file you want to insert, (OK.

To Add Sound to Play in the Background of a Web Page

1. Click the File menu ( Properties.

2. In the General tab, in the Background Sound section, 
Click Browse to open the Background Sound dialog 
box.

3. Choose a file from the current FrontPage web, your file 
system, the World Wide Web, or click Clip Art to 
choose a sound from the Microsoft Clip Gallery.

4. In the Loop field, enter the number of times to repeat 
the background sound. To play the sound 
continuously, select Forever.

5. Click OK. 
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