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FrontPage 2000: Introduction

How to use this booklet
This booklet has been designed as a self-paced self-teaching manual. The left-

hand pages of the manual contain information and descriptions of the functions you
will be learning. The right-hand pages contain exercises for you to work through.

FrontPage 2000

Microsoft FrontPage is a Web—-building tool, designed to make the creation and
management of websites easy and intuitive, without the need to code in HTML.

Keystroke Combinations

Some functions require you to use two keys on the keyboard at the same time.
These are indicated in this booklet by specifying the keys joined by a plus sign (+).
So, if you see an instruction like this:

[Ctrl] + [A]

you should hold down the Ctrl key and with it still held down, type an A. Then
release both keys.
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Before creating a Web
on LSE Personal Web
Space, you must
register. The
document: How to
Register for Personal
Web Space is
available online at
http:/littraining.lse.
ac.uk/documentation
Ipersonalweb.asp

Students who
registered for Personal
Web Space before
October 2002 will have
the following URL.:
www.Ise-
students.ac.uk/
username

Note:

Your U: drive is the
location for your LSE
Personal Web Space

Create a FrontPage Web on LSE Personal Web Space

A FrontPage Web is a website that can include a home page and associated
pages, graphics, documents and multimedia. It also contains other files and folders
that support FrontPage-specific functionality and allow a Web to be opened,
copied, edited, and administered in FrontPage.

To make a Web public on the World Wide Web, you must first publish it to a Web
server connected to the Internet. By creating a FrontPage Web on LSE Personal
Web Space, you effectively make your website content public as you create it.

People can access your LSE Personal Web via a Web Browser, such as Internet
Explorer, by entering the following URL into the Address Box:

http://personal.lse.ac.uk/username

Log on to the LSE network and run Microsoft FrontPage.

Close the blank page (new_page_1.htm) that is displayed, by clicking on the Page
Close button:

| rew_page_1 htm x €—— Page Close button

Click on File | New | Web to display the New Web dialog box:

pew 21
Wb Sites |
— = — =
One Page Corporate Customer Discussion Olptians
Web Fresen..  SupportWeb Web Wizard Spesify the lacation of the new web
g b < =1 Type U:
: =] =]
= = Add tweh
SAMAS  Impodheb  Personalweb  Project Web ] A ECTE
Wizard I=| Sesure conmeston requied (GEL
Description
Create a new web vith nathing in it
. |
Click on Empty Web
Carcr

Click on Empty Web

Delete whatever is displayed in the Specify the location of the new Web box,
and type U: Then click on the OK button.

When prompted, click on the Yes button to convert your folder on the U: drive to a
Web:

Microsoft FrontPage =

FrontPage needs ko convert this Folder into & new Web by adding the files and folders
necessary to support FrontPage Features.

Do you wankt to convert this folder to a Web?

A FrontPage Web is created on your U: drive

3 Document No: 361



FrontPage 2000: Introduction

Activity: Create a FrontPage Web on LSE Personal Web Space

The activities in this course require that you are registered for LSE Personal Web
Space. If you have not already registered, the document How To Register for
Personal Web Space is available online at
http://ittraining.lse.ac.uk/documentation/personalweb.asp

Note: After registration, you will need to log off and log on again before you have
access to your Personal Web Space

1. Log on to the LSE network.

2. Click on Start | Programs | Microsoft FrontPage
FrontPage opens with a blank new page displayed:

(K} Microsoft FrontPage : =10l

JEiIe Edit Miew Insert Format Tools Table Frames Window Help
ID-@-d|B|&[S|o-a-|0 2o E@E|EE 2
J(None) ~ (default fort) ~ Mormal + | B F O

Wigws new_page_1.htm x ‘— Page Close button

[

| Normal { HTML 7 Preview /|| 1|
RlaABG|=leaaansotrae|loccn|w?
|For Help, press F1 Bl Zosecondsover 288 | UM

3. Close the page by clicking on the Page Close button.

4. Click on File | New | Web

Oops!
ops The New Web dialog box is displayed.

Don't click on the
New button — as this

ill create an
‘;I)V;gel: - ne?,\\llv 6. Delete whatever is displayed in the Specify the location of the new Web box,

Web and type U:

5. Click on Empty Web

7. Click on the OK button
You are asked whether you want to convert your folder on the U: drive to a

Note: Web:

YOUr.U: drive is the Microsoft FrontPage =

(OEEl ol for your LSE Franktp. ds b t this Falder ink Wheb by adding the fil d Fold
tontPage needs ko convert this folder into & new Web by adding the files and Folders

Personal Web Space @ necessary ko support FrontPage features.

Do you want ko conwert this folder ko a Web?

8. Click on the Yes button.
A FrontPage Web is created on your U: drive.
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Work with Web Pages

Your Web already contains elements, which are visible in the folder list:

_private & images:  these folders are automatically added to your Web to
support FrontPage features.

default.htm: this will be your Home Page.

links.htm: this is a page with links to resources and examples for staff
and students who wish to create personal Web pages.

If your Folder List is not visible, click on the
Folder List Folder List button

ic osoft FrontPage - Ly

EX View Insert Forqat ffoks Table Frames Window Help
@ﬁ;o“% ég‘nvmv‘gmw|gamma Ughnk‘ﬁ - = O‘ﬂ ‘@v‘

AT E Zoas

(3 _private
(] images
[ defauit.htm

-] links.htrn

a [ o
Double-click on a Use the Window command
file or folder to open it to switch between open pages

Use the Application Close
ez button to close FrontPage

B 'mE e | 5 @ eodkmark., i [ @ 1| @) -

K Micrusoft FrontPage - U:y,
Fie Edit\nsert Format Tools Table Frames | Window Help Wiew

D-&Vdam&ey & By

Shortcuts:

Hormal ~ WeFault font) v Morr 1 default.htm =
\

= tEl e ,|
[Ctrl] + [Tab] — L ) Use the Page Close button
to switch between P = toclose individual pages

open pages
[Ctrl + [F4]

to close a page
[Alt] + [F4]

to close FrontPage

‘Welcome to your LSE Personal Web Space

Please remenmber that you are hound by the LSE Web Code of Practice. Copyright Laws should
he resperted.

Links to resources and examples for stafl’ and students who wish to develop their personal Web
space

Taught course students can also get support from the [T Helpdesk in 5198 and the Library

Staff and research postgraduates can obtain support from their [T cluster suppat team L |

Vou can use this page to create a personal Home Page

\ Normal { HTML £ Preview 74| il
B [Zosecondsoverzaa | W
Hstart ||| 12 @ [E || Bfinbox -vierosoft outiock | [icrosaft Frontpage - .. $BR e
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Activity: Work with Web Pages

1.

Double-click on default.htm in the folder list.
The default Home Page is displayed.

Double-click on links.htm in the folder list.
The Resources and Examples page is displayed.

Click on Window | default.htm
The default Home Page is redisplayed.

Click on Window | links.htm
The Resources and Examples page is redisplayed.

Click on the Page Close button to close links.htm
The Resources and Examples page is closed and the default Home Page is
redisplayed.
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Work with Page View

When you open a page, it is displayed in Page view. This view contains three
options for viewing and editing the contents of your page:

[ rcrosoit romepage e =lalx
Do U ot fomar Look Tiph fisoss Wrdow b Yiow : Normal Page view
D-r=-Wam&ay  n@d - W0mE e s @k, B0 T B- Thig gllows you to create and edit the
sl = (et fort) s - BT U EEWEENE LA
- page content.
| =
Welcome to your LSE Personal Web Space
Pleuse remember that peu are bewsd by the LSE Web Code af Practics. Capyright Laws shaukd
e rnepactid
Lanks d Jag Foa etaff and A Wah
froeey
Nawigation
[ 3 Tuaght - i ke IT i e the Library
St ocnt frcwn this [T iy L |
Tou Fs g

\&%u £

Click on the tabs at the bottom of the page to
change the way it is displayed

o rkPage: - i 3 alzl=
Note: [l g yom poct Fomot Lok oo Fanes ke b HTML Page view
B'W'Uﬂllﬁli'x’lafrnl‘flﬂ'“' “D;Ul@r | Cl CEAE-TRA=E This allows you to view and modify
= B = r w|E==E LA
the HTML code.
FrontPage allows L = ¢ code
you to create and

<meta hEtp-equiveTConcent-Type” concence”cext/hrml: charsecsiso-BOSS-17>

edit content without
having to code in
HTML

CEAELWARENULE home pagec EiELS
</hend>

hody boeoloes"#FFFFFF
> anbap e ip
#h2 aligns"cenzer"icfone coloes"ADDD0BO0">Welcome o your LSE Peesomal Veb Pag

£p mligne"pencer"acfome sizes"2TicsceonpPlesse Eemeher char you

1igne"centee"sifont aize=""

P o 2"in
‘hzeg="hep: /. Lok, ac. 1k, veb/ Eronspage, “-cher
</ B0 qa heeEs"Links.hes e 'l

cEeace peszonal veb pages</foncr</pr

<p align="center'renbapic/pr -

[ Hmal ) WML (e 7 2] 1 *

= icrosolt FrontPage - LK),
“g.whmwb*‘“"ﬂ‘“w“w
I0--BR[E[SHY] BRSO RS e+ @ e o D090,
| = E e ru|ESA|EEEE2- A

| [Startin

Preview Page view

This allows you to see how your page
will appear when viewed in a Web
browser.

el

Welcome to your LSE Personal Web Space

Pleass remember that you are bewad by the LFE Wk e ol Practicn. Coprright Lurs sheuld
e respecied.

Lk o staff P Wit
epach
Tuughl vonmse Audents e oo gl the [T d e Lk
Seaff and b IT chuster

Yo can use this page 1o crests a personal Home Fage

e

I Wl AT, Pemvame | 4|
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Activity: Work with Page View

1.

Click on the HTML tab of default.htm.
The HTML code generated by FrontPage when this page was created is
displayed.

Click on the Preview tab.
The page is displayed as it will appear when viewed in a Web browser.

Use your mouse to position the pointer over the link resources and examples.
The pointer changes from Normal Select to Link Select, indicating that it is over
a hyperlink:

Mormal Select %

Link Select .,\[E]

Click on the link.
The Resources and Examples page is displayed as it will appear when viewed
in a Web browser.

Click on the Normal tab.
The default Home Page is redisplayed in Normal Page view.
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Close and Open a Web
To Close a Web:
Click on the Close Application button to close FrontPage.

If you have made any changes since the Web was last saved, you will be prompted
to save each page you have modified:

Microsoft FrontPage x|

& Save changes bo U:\default, htm?

Click on the Yes button if you wish to save your changes.

To Open a Web on LSE Personal Web Space:
Start FrontPage.
Click on the Page Close button to close the blank new page that is displayed.

Click on File | Open Web

File Edit Insert Format To

e 3
= Open... Chrl+0
Zlose bl

In the Open Web dialog box, delete whatever is displayed in the Folder name box,

and type U:
2lx
Loak in: I% Trainstu on 'Servers\F_users' (H:) j - | @ ™ |:9°f = Toals =
_Data
_Prefs
cookies
ECOL
endnoted
endnotes
LSE_Favs
LSE_oL
Marvlser
Templates
Folder pame: IU:| j Open I
Canicel |

Click on the Open button.
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Activity: Close and Open a Web

1. Click on the Close Application button.
If you are prompted to save any changes, click on the Yes button.
FrontPage is closed.

Oops!

Can’'t remember
which is the Close 2
Application button ’
and which is the
Close Page button? 3
Look at Page 6. '

Start FrontPage.
FrontPage opens with a blank new page displayed.

Close the page by clicking on the Page Close button.

4. Click on File | Open Web
The Open Web dialog box is displayed.

5. Delete whatever is displayed in the Folder name box, and type U:

6. Click on the Open button.
Your FrontPage Web stored on your U: drive is opened.
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Edit your Default Home Page

Default.htm is the file name of your Home Page and is automatically displayed
whenever the URL for your LSE personal web pages is entered in the Address box of
your web browser, for example:

J Address http:}/personal.lse.ac. ulk/bloggs

Default.htm was created when you registered for Personal Web Space, but you can
modify its content to display the text and graphics you want people to see on your
Personal Home Page.

Welcome to your LSE Personal Web Space

Please remember that you are hound by the LSE Weh Code of Practice. Copyright Laws should be respecied.

Links to resources and examples for staff and students who wish to develop their personal Web space.

Taught course students can also get support from the IT Help Desk in 3198 and the Library

Gtaff and research postgraduates can obtain support from their IT cluster support team

¥ou can use this page to create a personal Home Page

The FrontPage interface has a great deal in common with Microsoft Word. In Page
view, the Menu bar and Toolbars provided access to features and commands that are
commonly used to create and edit Word documents:

Menu Bar
Standard Toolbar
Formatting Toolbar

JJ File Edit Insert Format Tools Table Frames Window Help Wiew

0z 08 EeRY ised o ATED

4-|-b %Boomark... Uglink| 0|1T |@v
Fl7-a-.

JNormaI » (default Font) * Mormal - | B I U |§

This makes it very easy for Microsoft Word users to create and edit FrontPage pages.
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Tip

When you press the
[Enter] key, it
creates a paragraph

break between lines.

Don’t want a space
between your lines?
Press the [Shift] +
[Enter] keys.

This creates a line

break between lines.

Tip

It is good practice to
use styles in your
Web pages as itis a
quick and consistent
way to format text.
You can still apply
additional formatting
to text that has a
style applied to it.

Additionally, heading
styles insert meta-
tags into the HTML
code, which are
used by search
engines to find Web
pages.

Document No: 361

Activity: Edit your Default Home Page

1.

2.

10.

Display your default Home Page in Normal Page view.

Press the [Ctrl] + [A] keys.
Everything on the page is selected.

Press the [Delete] key.
Everything on the page is deleted and the insertion point flashes in the top left-
hand corner.

Type your name and press the [Enter] key.
Your name is entered at the top left of the page and the insertion point moves
down to the next line.

Type Contact details: and press the [Enter] key.
Type:

London School of Economics and press the [Shift] + [Enter] keys.
Department of <your department > and press the [Shift] + [Enter] keys.
Houghton Street and press the [Shift] + [Enter] keys.

London WC2A 2AE and press the [Shift] + [Enter] keys.

Email: followed by a space, and press the [Enter] key.

Select your name at the top of the page and click on the Center alignment
button on the Formatting toolbar.
The text is centred at the top of the page.

Select Contact details: and click on the Bold attribute button on the
Formatting toolbar.
Bold is applied to the text.

Select your name again, and click on the list arrow to the right of the Style box,
and click on Heading 1
The Heading 1 style is applied to the text.

TMormal F Tir

Marmal
Formatted
Address
Heading 2
Heading 3
Heading 4 hd

Select the text you typed under Contact details: and click on the list arrow to
the right of the Style box, and click on Address
The Address style is applied to the text.

12
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Insert a Horizontal Line into a Web Page

Horizontal lines help break up the content of your Web page to give it structure and
make it more readable.

In Normal Page view, position the insertion point where you want the line placed.

Click on Insert | Horizontal Line

Save an Image from the Web to Insert into a Web Page

Warning: Navigate to the Web page containing the image you want to save.

Before you save any Right-click on the image, to display the shortcut menu.
images from the
Web, make sure you
are entitled to do so.
Respect copyright
law.

Click on Save Picture As to open the Save Picture dialog box.

Choose an appropriate location in which to save the image and click on the Save
button.

Insert a Saved Image into a Web Page

In Normal Page view, position the insertion point where you want the image
placed.

'

Click on the Insert Picture from File button on the Standard toolbar L
to display the Picture dialog box.

Lok in | U: N N=

hame | Title |
D images
D _private

UPRL: = @l Select a file on your computer button

ok | Cancel | Clip Art... | Earameters..l Scan... |

Click on the Select a file on your computer button to display the Select File
dialog box.

Navigate to and select the image file on your computer and click on the OK button.
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Activity: Insert a Horizontal Line into a Web Page
1. Display your default Home Page in Normal Page view.

2. Click to the left of the first letter of your name.
The insertion point is positioned to the left of the text.

3. Click Insert | Horizontal Line
A horizontal line is inserted at the top of the page, above your name.

4. Click to the right of the last letter of your name.
The insertion point is positioned to the right of the text.

5. Click Insert | Horizontal Line.
A horizontal line is inserted below your name.

Activity: Save an Image from the Web to Insert into a Web Page

1. Run Internet Explorer and enter the following URL in the Address box:
http://ittraining.Ise.ac.uk/lFP2KCourseResources.htm

Course

Resource Title Resource

FrontPage 2000: Introduction hdail lcon

2. Right-click on the image of the envelope.
The shortcut menu is displayed.

3. Click on Save Picture As
The Save Picture dialog box is displayed.

4. If necessary, navigate to your H: space (My Documents), and click on the Save

button.
The image is saved to your H: space as Mail.gif

Activity: Insert a Saved Image into a Web Page

1. Return to FrontPage and ensure your default Home Page in displayed in
Normal Page view.

2. Click to the right of Email:
The insertion point is positioned to the right of the text.

3. Click on the Insert Picture from File button.
The Picture dialog box is displayed.

4. Click on the Select a file on your computer button.
The Select File dialog box is displayed.

5. If necessary, navigate to your H: space (My Documents), and click the file
Mail.gif

6. Click on the OK button.
The image is inserted.

14
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Tip:
[Alt] + [Enter]
will also display the

properties dialog box
of a selected picture

Create Alternate Text for an Image

Visually impaired Web users rely on special programs that read aloud what is on
the Web page. By creating alternate text for each image on your site, you give
people using screen readers a sense of the images on your site.

In Normal Page view, right-click on the image to display the shortcut menu.
Click on Picture Properties to display the Picture Properties dialog box.

If necessary, click on the General tab to display the General Properties

In the Alternative representations section, type in a brief description of the image
in the Text box.

Alternative representations

Low-Res: I Browsze... |

Teut: |

Click on the OK button to close the Picture Properties dialog box and return to the
Normal Page view.

To check the ordinarily invisible alternate text, click on the image and then click on
the HTML tab to display the HTML code for the image, including the alternate text.
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Oops!
Can’t remember

where the HTML tab
is? Look at Page 8

Document No: 361

Activity: Create Alternate Text for an Image

1.

2.

Display your default Home Page in Normal Page view.

Right click on the envelope image.
The shortcut menu is displayed.

Click on Picture Properties.
The Picture Properties dialog box is displayed.

If necessary, click on the General tab.
In the Alternative representations section, type the following in the Text box:

Image of a Mail envelope. Click on it to send an email to <your name>

Alternative reprezentations

Low-Res: I Browse... |

Text: IImage of a Mail envelope. Click on it to zend an email to Jay B

Click on the OK button.
The Picture Properties dialog box is closed.

Click once on the image.
The image is selected.

Click on the HTML tab.
The image properties, including the alternate text, are highlighted in the HTML
code.

Click on the Normal tab.
The page is redisplayed in Normal Page view.
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Tip:
[Ctr]] + [K]
will also display the

Create Hyperlink
dialog box

Inserting Hyperlinks 1

Hyperlinks enable the visitor to navigate through a website. Links associate a piece
of text or an image on a page, with another location.

The other location can be a different Web page, either within or external to the site,
a bookmark on the same page, an email address or an external file for download.

Create a Hyperlink to a Web Page

In Normal Page view, select the text or image you want to link.

Click on the Hyperlink button on the Standard toolbar to display the |
Create Hyperlink dialog box:

Create Hyperlink
Loak in: I@ L
Mame | Title |
default.htm default home page
[dimages
(3 _private
deFauIt.htm default horme page
\inks.htm links ta resources and examples
URL box
URL: [t/ X = w—g—ﬁl— Use your Web Browser to select a page
or file button
r— Optional
Baokmark; |[none] < Target frame: [Page Default [none] J
u]:8 I Cancel | Parameters. .. | Style... |

By default, the dialog box opens to the Web site you are working on.
Click on the Use your Web Browser to select a page or file button.

Internet Explorer will run. If it is already running, its button will begin to flash on
the Taskbar, and you should click on it.

Navigate to the Web page you want to link to.

Click on the FrontPage button on the Taskbar to return to FrontPage — the URL of
the page you want to link to is now automatically entered in the URL box of the
Create Hyperlink box.

Click on the OK button to close the Create Hyperlink box and create the hyperlink.
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Oops!

Don’t know how to
find the Home Page
for your department?

Click on the Home
button to go to the
LSE Home Page (or
go to www.Ise.ac.uk)

Click on Index

Find your
department in the
index and click on
the link to go to the
Home Page

Document No: 361

Activity: Create a Hyperlink to a Web Page

1.

2.

Display your default Home Page in Normal Page view.
In the second line of your address, select the name of your department.

Click on the Hyperlink button on the Standard toolbar.
The Create Hyperlink dialog box is displayed.

If you know the URL for your department’s Home Page, you can type it directly
into the URL box and go directly to step 7. Otherwise, click on the Use your
Web Browser to select a page or file button.

Internet Explorer will run. If it is already running, its button will begin to flash on
the task bar, and you should click on it.

Navigate to the Home Page of your department.

Click on the FrontPage button on the Taskbar.
The URL of your department’s Home Page is automatically entered in the URL
box of the Create Hyperlink dialog box.

Click on the OK button.
The Create Hyperlink dialog button is closed and the hyperlink is created in
your address.

Click on the Preview tab.
The page is displayed as it will appear when viewed in a Web browser.

Use your mouse to position the pointer over the name of your department in
the second line of your address.

The pointer changes from Normal Select to Link Select, indicating that it is over
a hyperlink:

Link Select .,\[E]

Click on the hyperlink.
The Home Page for your department is displayed.

Click on the Normal tab.
Your own default Home Page is redisplayed in Normal Page view.

18
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Inserting Hyperlinks 2

Create an Email Link

In Normal Page view, select the text or image you want to link.

Tip: Click on the Hyperlink button on the Standard toolbar to display the ‘ |

Create Hyperlink dialog box:
[Ctrl] + [K] yp 9

Create Hyperlink =
will also display the .
Create Hyperlink Look in: [ L: =] @I gl B
dialog box Hame [ e |
deFauIt.htm default horme page
Cimages
Cl _private
default.htm default home page
\inks.htm links ko resources and examples
URL box
URL: [hep:/d X =l g @ Elﬁ'l_ Make a hyperlink that sends email
button
r— Optional
Bookmak: |[none] hd Target frame: |Page Default (none| J
akK I Cancel | Parameters... | Style... |

By default, the dialog box opens to the Web site you are working on.

Click on the Make a hyperlink that sends email button to display the Create
E-Mail Hyperlink dialog box.

Create E-mail Hyperlink el |
Type an E-mail address Example: someone@microsoft.com
oK I Cancel |

Type in the full email address and click on the OK button.

The email link is entered into the URL box of the Create Hyperlink dialog box:

Click on the OK button to close the Create Hyperlink box and create the email
link.
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Activity: Create an Email Link

1.

2.

10.

1.

12.

Display your default Home Page in normal Page view.
Click once on the envelope image.

Click on the Hyperlink button on the Standard toolbar.
The Create Hyperlink dialog box is displayed.

Click on the Make a hyperlink that sends email button.
The Create E-Mail Hyperlink dialog box is displayed.

Type in your full LSE email address, eg:
j.bloggs@lse.ac.uk

Click on the OK button.
The email link is entered into the URL box of the Create Hyperlink dialog box.

Click on the OK button.
The Create Hyperlink box is closed and the email link is created in the
envelope image.

Click on the Preview tab.
The page is displayed as it will appear when viewed in a Web browser.

Use your mouse to position the pointer over the envelope image.

The pointer changes from Normal Select to Link Select, indicating that it is over
a hyperlink:

Link Select ..\[b

Click on the hyperlink.
A new Outlook Message is displayed, addressed to you.

Close the message without saving changes and return to FrontPage.

Click on the Normal tab.
The default Home Page is redisplayed in Normal Page view.
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Tip:

If you want a
borderless table, set
the Border size to 0

Tip:

Changes you make
in the Insert Table
dialog box become
the default settings
for the next time you
insert a table.

Create a Table
Tables make it easy to present text and images in a readable format.
In Normal Page view, position the insertion point where you want the table placed.

Click on Table | Insert | Table to display the Insert Table dialog box:

2l x|
Size
Bows: IE _,::' Colurnns: |2 _,::'
Layout
Aligrment; IDefauIt 'l I¥' Specify width:
Border size: IU j |4DD & In pigels
" In percent
Cell padding: ID _,::'
Cell spacing: I‘I _,::'
Style... | QK I Cancel |

Use the Size section to specify how many rows and columns the table should
have.

Use the Layout section to specify the following:

Alignment  Left, Center or Right

Border size The area around the outside of the entire table

Cell padding The area inside the cells around the contents of the cells

Cell spacing The area between the cells

Click in the Specify width check box to control the width of the entire table and
use the radio buttons to choose whether the width should be absolute (in pixels) or
relative (in percent)

Leave the Specify width check box un-checked so that the width of the table is
automatically sized by the browser window.

Click on the OK button to close the Insert Table dialog box and insert the table.
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Tip:

Use the Tables
toolbar to format
your tables quickly
and easily.

If it is not visible,
click on View |
Toolbars | Tables

Tip:

By default, the
vertical alignment of
text in cells is
Center. Use the
Align Top button on
the Tables toolbar to
quickly align text to
the top of the cell.

=
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Activity: Create a Table

1.

2.

5.

6.

Display your default Home Page in Normal Page view.
Click in the blank line below your address and press the [Spacebar]

Click on Table | Insert | Table
The Insert Table dialog box is displayed.

Change the following properties of the table to:

Insert Table i |

Size

FRows: |2 _Ij Columns: 2 _Ij
Layout

Bligrmert: |Defaut x| I Epeciy v}

Border size: IU j |1 an " In pigels

% | percent
Cell padding: I'I _Ij
Cell spacing: |1 _Ij
Style.. | (u] 9 I Cancel

Click on the OK button.
The Insert Table dialog box is closed and the table is inserted:

Jay Bloggs

Contact Details:

Landon Schoal af Bcoramics

Depariment af information Technology
Houghton Street

Lowndon WCU2A 2AR

Hrnails

In the top left cell, type: About Me: and enter information about your role at the
LSE in the top right cell, eg:

About Me: BSc Economics undergraduate
About Me: Post-doctoral research fellow
About Me: Information Systems Occasional Teacher

In the bottom left cell, type: Academic Interests: and enter information about
your research interests, your dissertation, or your wider academic interests in
the bottom right cell, eg:

Academic Interests:
Academic Interests:
Academic Interests:

History of the Labour Party, 1972-1979
Health policy: The Scandinavian models
Electronic Document Management

8. Preview the page and then return to Normal Page view.
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Change the Page Properties 1

Page properties include the page title, the colour scheme and any metadata you
add to make your pages easier to index on search engines, and in principle, easier
to find.

Change the Page Title

In Normal Page view, right-click anywhere in the window to display the shortcut
menu.

Click on Page Properties to display the Page Properties dialog box.
If necessary, click on the General tab to display the General Properties
Delete the text in the Title box and type a new title for your page. Note: the title is

what appears in the blue title bar at the top of the page window, when viewed in a
Web browser.

Title: |

Change the Page Colour Scheme

Display the Page Properties dialog box.

If necessary, click on the Background tab to display the Background Properties

Page Properties i =
General Background | Marginsl Cusloml Languagel Wworkgroup
| [ | (e, |
™ Enable hyperlink rollover effects
Raollover style.
Colars
Background: [ Automatic v | Hvperink: W futomatic v
Ted W Automatic | | Visited hyperiink: B Auomatic |
Active hyperlink: B Automatic ™
[~ Get background information from anather page:
I Browse |

Use the Formatting section to select a background picture or watermark for the
page.

Use the Colors section to specify the colours for the page background, text and
text hyperlinks

Click on the OK button to close the Page Properties dialog box and return to the
Normal Page view.
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Activity: Change the Page Title

1.

2.

Display your default Home Page in Normal Page view.

Right click anywhere in the window.
The shortcut menu is displayed.

Click on Page Properties
The Page Properties dialog box is displayed.

If necessary, click on the General tab.
Delete the text in the Title box and type:

<Your Name> Home Page

Activity: Change the Page Colour Scheme

1.

2.

With the Page Properties dialog box displayed, click on the Background tab.

In the Colors section, click on the Background list arrow and select a colour
for the background of the page.

In the Colors section, click on the Text list arrow and select a complementary
colour for the text on the page.

Click on the OK button.
The Page Properties dialog box is closed and the changes to the colour
scheme are applied to the page.

If you do not like the new colour scheme, go back into the Page Properties
dialog box and choose new colours for the background, text and hyperlinks.
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Change the Page Properties 2

Add Page Metadata

Metadata is HTML coding, which can help search engines index your pages,
making it easier for visitors to find your Web site.

Metadata usually takes the form of keywords describing the page content. It cannot
be seen in Normal Page view, nor when the page is viewed in a Web browser. It
can only be seen in HTML Page view.

In Normal Page view, right-click anywhere in the window to display the shortcut
menu.

Click on Page Properties to display the Page Properties dialog box.

If necessary, click on the Custom tab to display the Custom Properties

Page Properties 3 2=l
Generall Backgmundl Margin:  Custom ILanguage Wnrkgmupl

System variables [HTTP-EQUIY]
Marmne Walue

FrontPage automatically inserts
= e these user variables

Uszer variables
M ame

GENERATOR: “Microsolt FrontPage 4.0° Add button
sl i 2 _tat.

Cancel |

In the User variables section, click on the Add button to display the User Meta
Variable dialog box:

User Meta Yariable 21l
Narme: I
Walue: I

In the Name box, type Keywords

In the Value box, type the values for your keywords, separating each one with a
comma.

Click on the OK button to close the User Meta Variable dialog box and return to
the Page Properties dialog box.

Click on the OK button to close the Page Properties dialog box and return to the
Normal Page view
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Activity: Add Page Metadata
1. Display your default Home Page in Normal Page view.

2. Right click anywhere in the window.
The shortcut menu is displayed.

3. Click on Page Properties
The Page Properties dialog box is displayed.

4. |If necessary, click on the Custom tab.

5. In the User variables section, click on the Add button.
The User Meta Variable dialog box is displayed.

6. In the Name box, type Keywords
7. In the Value box, type your name.

8. Click on the OK button.
The User Meta Variable dialog box is closed and the Page Properties dialog
box is redisplayed.

9. Click on the OK button.
The Page Properties dialog box is closed.

10. Click on the HTML tab.
Your name is inserted as a keyword in the metadata at the top of the page:

<meta http-equi v="Content-Type" content= /htm; charset=wi ndows-1252" >
<meta http-equi v="Cont ent - Language" content="e b" >

<met a nane="GENERATOR' content="M crosoft FrontPapge 4.0">

<met a nane="Keywords" content="Jay Bl oggs">
<meta nanme="Progld" content="Front Page. Edi t or. Docunment " >

11. Click on the Normal tab.
The page is redisplayed in Normal Page view.
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Save a Page Containing Images

When you save a page containing a new image that did not come from your
current website, you are prompted to save the image too.

Click on the Save button to save the Web Page and display the Save Embedded
Files dialog box:

zZix

Save Embedded Files

Embedded files to zave: Picture preview:

Name I Falder | Action I
Save

Change Folder button

Bename Change Folder

Setction.. |

Cancel

Click on the Change Folder button to display the Change Folder dialog box,
listing the folders on your website.

O
Look in: I@U j EI gl 2
Mame | Title
Diimagas
Djrlvate
== |

Double-click on the images folder to open it.

Click on the OK button to select the images folder and redisplay the Save
Embedded Files dialog box.

Click on the OK button to close the Save Embedded Files dialog box and save the
image to the images folder.
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Activity: Save a Page Containing Images

1.

Click on the Save button.
The Save Embedded Files dialog box is displayed, prompting you to save the
image of the mail envelope you inserted into your Web page:

Click on the Change Folder button:
The Change Folder dialog box is displayed, listing the folders on your website:

Double-click on the images folder.
The images folder is opened.

Click on the OK button.
The images folder is selected as the folder in which to save the image.

Click on the OK button.
The image is saved into the FrontPage images folder.

Close your Web.

Need Help Using FrontPage?

Taught course students should contact the IT Help Desk in S198 and the Library.

Staff and research postgraduates should contact their cluster support team.
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