To start a Web site, go to File -> Page or Web

1. On the right select Empty Web

2. In the new window that appears, select Empty Web

3. On the right side at Options delete My Personal Web part of the pathway and change it to whatever you want to call your Web site, e.g., My Personal Web -> OK

4. Click on the Folders view on the left

Opening a New Index Page  The first page of a Web site is usually named index

1. Go to File menu -> Page or Web

2. On the left click on New Blank page. This will add a new index page to your Web folder

3. Double click on the index page to open it in the Page view to edit

Opening a New Web Template: this is for using a template design that comes with the program

1. File menu -> Page or Web

2. On the right, click on the Web Site Template

3. In the choice window, select a template, e.g., if you choose Personal Web, then on the right side options change the name in the pathway, e.g., My Personal Web -> OK

4. Click on Folders view

5. Double click on index page and revise the template

The Page View: It is best to create each Web page in a table that is centered on your page so that your Web page will be center aligned on any size monitor.

Centering your page: It is best to build your Web pages in tables and center them so that your page will be aligned in the center of any size monitor.

1. Go to the Table menu -> Insert Table

2. alignment: Center

3. Select the number of columns and rows

4. Select the pixel button and type in 800

5. Border make 0

6. Click OK

7. If you need to revise the table properties, right click on the table and select table properties.

Preview Tab – use to preview how your page will look and work in a browser

The Folder View – allows you to see what is in your Web page folders and arrange elements. Double clicking on any page will open it up in the Page view.

The Navigation View – graphic organizer that allows you to create the entire navigation structure.

1. change page 1 to index -> OK

2. right click -> Add existing page -> select one of your existing page from the window. Repeat for other existing pages

3. If you want to add a new page, select the page in the diagram that you want to connect to-? Go to New Page icon in the toolbar

4. You can rename the page

5. Go to the Folder view to see the page

The Hyperlink View – allows you to control the linking framework of your site.

1. Click on the Hyperlink view

2. On the left, as you click on each Web page, you can see the linking structure.

Inserting Horizontal Line -  Insert menu -> Horizontal line

1. Right click -> properties -> 

2. Make changes in height, width, alignment, and color

Adding images from a file: Your image MUST be in your Web folder before you insert it.
1. Place the cursor on the page

2. Go to Insert menu -> picture -> from File

3. Navigate to the image Web folder and select it. You cannot copy and paste like in a Word document.
Positioning your image: There are three choices how to place you image in FrontPage. They each have their limitations. More advanced programs give you more flexibility in positioning images.

· Relative Positioning: Allows wrapping, but you can only place the image on the right or left side.

· Absolute Positioning: Allows you to drag an image to an exact location, but you cannot use text wrapping. The text can be placed in front or behind the image.

· No Positioning:  Allows left, center and right alignment with no text wrapping.
Note   Positioning settings are applied to the element that is selected (the element that is displayed with handles). Therefore, if a regular page element is selected, the positioning settings you specify will be applied to it, in effect positioning that element.

1. On the Format menu, click Position. (See picture below)

2. Under Positioning style, specify how you want the page element to be positioned. 

3. Under Wrapping style, specify how you want text and other page elements to wrap around the element. 

4. To specify the coordinates of the positioned element, under Location and size, specify the coordinates of the top left corner of the position box or element in the Top and Left boxes. 

5. To specify the exact dimensions of the position box, under Location and size, specify the height and width. 

6. [image: image1.jpg]


***To specify the z-order, which is the element's position in the layers of the page, specify a value in the Z-index box on the Positioning toolbar. A positive value means that the element is in front of the main text-flow layer (layer 0), and a negative value means the item is behind it. 

Text Wrapping alignment: The text can start wrapping at the top, middle or bottom of a cell.

1. To control the wrapping alignment, right click on the text and select Cell Properties 

2. Go to the vertical alignment drop box and make a selection.

Image Editing: Images for use on the Web should generally be in GIF of JPEG formats. FrontPage has the capabilities to convert images to these formats. GIFs are best for drawn clip art and JPEGS are best for photos.

1. Accessing the Picture window -> Select a picture (the picture toolbar should appear at the bottom of the screen. If it does not go to View menu -> Toolbar -> Picture)

2. Transparency- You can delete the background of an image saved in GIF format only

a. Select the GIF image

b. In the Picture window, click the Set Color Transparent button (diagonal pencil eraser)

c. [image: image2.jpg]


Position the pencil icon over the color that you want to make transparent. Then click on the color.

3. Cropping an Image – Selecting a portion of an image

a. Select the image by clicking on it

b. Click the Crop button on the Picture toolbar. A crop box with eight small handles appears around the image.

c. Position your cursor over one of the handles. The cursor turns into a two-way arrow.

d. Reposition the hands over the area you want to crop. Then click again on the Crop button again to apply the crop effect.[image: image3.jpg]Before
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4. Washout Effect-  fade the opacity of a picture

5. Black and White Effect 

6. Contrast Editing – the sun icons

Hyperlinks – Hyperlinks are like springboards that send you:

· To another location on the same Web page

· To a different page in your site

· To a different Web site

To make text into a hyperlink:

1. Highlight the text that will be hyperlinked

2. Either click on the Hyperlink button on the toolbar (Globe with a link icon) or go to the Inert menu and select Hyperlink.

3. On the far left are your Hyperlink “Link to” options

4. On the near left are your “Look in” options

5. On the top right is the Screen Tip button. This is for adding text that will appear when a mouse is rolled over the link.

To make an image into a hyperlink: Select the image by clicking on it and repeat steps 2 to 5 above.

Creating a Bookmark

1. Click your cursor at the position where you want to insert the Bookmark.

2. Go to Insert menu ->Bookmark -> type in a one word name for the Bookmark and click OK

To create an E-mail Hyperlink:  You can use a hyperlink to invite you Web site visitors to send you an e-mail window where they can compose their message reply.

1. Select the text or image

2. Click the Hyperlink button or go to Insert Hyperlink

3. Click the e-mail on the left

4. Type your e-mail address into the Type and E-mail address text box, the click OK.

Hyperlink Hot Spots: You can create hyperlinks by using different parts of an image. Each separate hyperlink within an image is called a hot spot. For example, imagine you are making a Web site for your school and you want to devote one page to each grade. You can use a drawing of a school with many rooms and each room in the drawing can be assigned a hot spot that links to a page for each grade.

1. Select the image by clicking on it.

2. Click the Polygon button in the Image toolbar. [image: image6.jpg]



3. Move the cursor over the image. The cursor turns into a cutting tool.

4. [image: image5.jpg]


Draw a shape onto the image by clicking and dragging your mouse. The Create Hyperlink dialog box appears when you complete the shape.

5. Follow directions above for creating a Hyperlink

6. Tip: remember the Undo button if 
you need to retrace your hot spots.

Enable Hyperlink rollover effects

1. When you move your mouse over an image or text, a rollover or transition effect can be created. In this tutorial we will only focus on text rollovers.

2. To activate hyperlink rollover effects, highlight the hyperlink that you have created, to Format menu -> Background -> check Rollover effect checkbox ->click Rollover style button.

3. Select the text rollover options -> click OK

4. Switch to Preview view Tab to see the rollover effect in action.

To create a table: Tables are handy when you need to display information in columns and rows. There are two methods to create tables, utilizing the Table menu or the Insert Table button on the toolbar.

Table Menu Method

1. Go to the Table menu -> Insert -> Select the number of rows and columns. Padding refers to the  margin within a cell and spacing the space between cells.

2. You can crag cell borders to adjust the width and heights of a columns and rows.

3. If  you want shading or border options, select a row, column, cell, or table -> Format menu -> Borders and Shading.

4. right click on the Table -> properties -> Border size = 0

Using Table Button Method

1. Click the cursor where you want to place the table

2. Click the Insert Table button in the toolbar. A drop-down grid appears

3. Move the pointer to select the number of columns and rows that you want, then click once to accept the setting.

To insert additional columns or rows into a table

1. Place the cursor in the table in a cell that is next to where you want to insert the column or row

2. Table menu -> Insert -> Rows or Columns -> Dialog box appears

3. To add a row, click Tows and then click Above selection or Below selection. 

4. To add a column, click Column then click Left of selection or Right of selection.

For example, draw a shape around the watch face.








