To Get Started
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File -> New

2. Basic Page -> HTML on right -> Create button
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Create a Folder – this is called a local root folder
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Site -> Manage Site -> New-> Site- >Basic
· Name Site (E.g., Jenna Smith) 

· Local Root Folder c:\ (e.g., MySite – no spaces) -> Next buttons to the end of wizard
4. Saving the first page and setting up a home page
· The first page is generally named index

· File-. Save in root folder -> name indes
· Setting up a home page
· Site menu -> Manage site -> Edit -> 
· Click on the Advanced category on the left ->select Site Map Layout
· Click on the folder and browse for the home page (index) -> OK -> Done

· ALTERNATIVE METHOD In Files panel -> Select your site and Local view-> right click on the index page-> select Set as Home Page

5. Page Properties (button at bottom or Modify menu or in Modify menu

· Click on Appearance -> make selections -> Click apply -> OK

6. Titles and Headings

· Title goes in title box – this is what appears in your browser title bar
· Heading is within the page itself 
· Heading text -> highlight text -> Format in Property window -> select heading size
7. Formatting Paragraph -> Properties window -> Choose Format box -> Paragraph -> make selections
8. Building Your site in a Table in Layout View
· Always build your Web pages in a Layout table to make sure the page will be centered

· In the properties window set width to 800 

· To center Table -> Click on Standard button -> move the cursor just outside the table on the left until in turns to an arrow -> click

· Modify menu -> Table -> Select Table

· In Properties window -> Align Center

· Click inside your table -> Properties window -> vertical = top

· In the Properties window align center

· Click on the Layout button on the right of toolbar -> click OK in dialog box
· Your cursor changes to a cross hair draw a general width and height

· You can draw cells within the table for such things as banners and navigation links on the left

· You can draw Layout table within each other like the example below
	

	
	


9. Layers: Allows you flexibility to move object, e.g.., table, pictures, text AND  you can overlap elements like text on pictures

· Click on Standard
· Click on Layer button

· You can insert tables, pictures, text in the layer and drag about

· In the Properties window you can change color, text alignment, etc…

10. Links

· Highlight text that you want to become a link
· Go to the Properties window and type in Link box or go to Insert menu -> Hyperlink
· E-mail link ->select text -> Insert menu ->Email -> enter your e-mail address
· Changing Link Colors – (button or Modify menu) -> Click on links category on the left
· Make changes- link colors, rollover , underline
11. Horizontal Rule: Insert menu -> HTML -> horizontal rule -> make selection in Property window
12. Inserting Images: 

· Select Insert menu -> Image or image icon -> Browse for image

· Resize if necessary

· Inserting images into a Layer give you more flexibility

13. Wrapping text around image
· Click on image -> Properties window -> align (you may have to expand the window)

· Make alignment selection, e.g., left


14. Flash buttons and text
· Select Common view

· Select Flash Button or Flash Text

· Select a pre-designed style for button

· Add text for the button

· Enter hyperlink-> Click OK

· Select the button and click Play in the Properties window to view the effect when the cursor is passed over it

