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© 1995-2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written pemission from Chettenham Courseware unless
produced under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including both technical and
non-technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or
omissions. No warranties are made, expressed or implied with regard to these notes. Cheltenham Courseware
shall not be responsiblefor any direct, incidental or consequential damages arising from the use of any material
contained in this documernt. If you find any errors in these training modules, please inform Cheltenham
Courseware. Whilst every effort is made to eradicate ty ping or technical mistakes, we apologisefor any errors
you may detect. All courses are updated on aregular basis, so your feedback is both valued by us and will help
us to maintain the highest possible standards.

Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of atraining course, and is made available
purely for content and style review. This is to givey ou the opportunity to preview our courseware, prior to making
a purchasing decision. Samplev ersions may not be re-sold to a third party.

For currentlicenseinformation
This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice.

Please see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement

Contact Inform ation

Australia/ Asia Pacific / Europe (ex. UK) / Rest of the World
Email: info@cheltenhamcourseware.com.au
Web: www.cheltenhamcourseware.com.au

USA / Canada

Email: info @cheltenhamcourseware.com
Web: www.cheltenhamcourseware.com

UK

Email: info@cctglobal.com
Web: www.cctglobal.com
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SAMPLE
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Installing the Sample Files

e Use Windows Explorer to create a folder called FrontPage 2003
Foundation Samples, in the My Documents folder.

e If you are installing the sample files from the CD-ROM, place the CD-ROM in
the CD drive and copy the files from the
frontpage 2003 _foundation_eur\exercise_files to the My
Documents\FrontPage 2003 Foundation Samples folder. If these files
have been copied to your network server, then ask your trainer/supervisor
for more information about how to copy these files to your PC’s hard disk.

e Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may
require modification within a Windows mutliuser environment. Where
possible pre-install the relevant work files prior to use by students/delegates.
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Introduction to FrontPage 2003

When you have completed this learning module you will have seen how to:
e Recognise enhancements to FrontPage 2003

e Explain the design enhancements incorporated in FrontPage 2003
e Explain the coding enhancements in FrontPage 2003

e Explain the changes in FrontPage 2003 Web server support

What is FrontPage 2003?

o FrontPage 2003 is a Microsoft software program for designing Web sites.

¢ It has the familiar look and feel of other Microsoft Office products, as well
as being tightly integrated with them.

o FrontPage 2003 also integrates with other third-party products.

What's new for 2003?

o Microsoft FrontPage 2003 incorporates a major upgrade from the previous
version, resulting in many new design tools, new web site maintenance and
administration features.

e The major changes in FrontPage 2003 concentrate in the following areas:

Design
Coding
Extending FrontPage 2003

Changes in Design

New layout tools include

e Layout Tables and Cells Task Pane — enables more control of the page
layout.

e Dynamic Web'Templates — enables additional capabilities when working
within a degign team environment.

e Page Ruler and'Layout Grid options — options to display page rulers and
layout grids.

e lmage Tracing — enables site development by tracing graphie.elementssin
Deign View.

Changes in Coding

New coding tools include
e HTML — cleaner code.

FOR USE AT THE LICENSED SITE(S) ONLY
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Split View — displays both the design and the underlying code on the screen
at the same time.

Quick Tag Selector and Editor — enables quick changes to a tag when
working in Design View. This can be very useful when using Find and
Replace.

Editing Text Files — text files, such as JavaScript, XML, XSLT, etc, can be
edited without corrupting the code.

Cleaning Up HTML — for producing cleaner HTML code.

Scripting Tools — enables Jscript and VBScript authoring.

Code View — now supports word wrap, line numbering, matching tags, and

indentation, as well as the ability to store blocks of code for later site
integration.

Extending FrontPage 2003

With the new integration of FrontPage 2003 with Windows SharePoint
Services, the web hosting service no longer has to support FrontPage
Extensions.

The new Review Site view enables you to see the contents of the remote
site to compare with the local copy of the site.

Review Questions

How would you:

Recognise enhancements to FrontPage 20037

Explain design enhancements incorporated in FrontPage 2003?
Explain coding enhancements in FrontPage 20037

Explain the changes in FrontPage 2003 Web server support?
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The FrontPage 2003 Interface

When you have completed this learning module you will have seen how to:
e Explain HTML basics

e Name files

¢ Use the FrontPage 2003 workspace
o Create new pages

e Save pages

e Open pages

¢ Use Page templates

e Use Page Properties

e Use a Web site template

e Open a Web site

e Close a Web site

o Delete a Web site

HTML Basics

An HTML overview

¢ Hypertext Markup Language (HTML) is a universal formatting language
used by web site developers to create web pages.

¢ FrontPage 2003 generates an easier environment to develop web pages
based on HTML Tables as well as adding more interactivity to your site.

Naming files
o HTML files are text files which can be delivered using the extensions:

.htm (8.3 format)
OR

.html

e The'index.htm(or .html file) is'the/mandatory file in a web site and is
automatically named in FrontPage. Itis usually referred to as the
“homepage” or “splash” page.. This is the[page which opens'whéen the USer
enters a domain name or URL into their browser.
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The FrontPage 2003 Workspace

— Folder list window

Dockable toolkhars Site & pane tahs

Standard menu HTML tags Task pane —
|: [E] Microzoft FrontPage - new_page_1_htm H =] E3 I

| Fle Edk  View [nsert Frames ‘Window Help

N -Gl NP G-V A RB - rgOETe
‘Mormal  + TmesNewRomen |  ~| B I EEE|=i-EEW.-A- E
Foiderlis ) 4 ||[ x:'-mmqmd - x

B
Microsoft Office
Online
* HTML Tables II:

Table and cell vadths | —
(30-min course)

= Tips on Web page
lawout

* Top tips for
FroetPage

More...

|3 ‘C\Documents and Setting [
# ) private
fyﬂ index:. bt |

Search For:
'

E!am:da “basic tl.i:u:nals

I J.J S
0:01@56kbps 292 x 254 bafa.ticmn o

Yiew buttons
b ain view weind o Default settings

Custom settings

I I
! Dowenload time Fage size J

e The basic workspace displays:

Standard or main menu — the familiar style menu used in Microsoft Office

ucts.
Dockable i ‘free-floati
i i i in a direc tree.

Main view window - page or site related views appear in this space.

Site and page tabs - to toggle between various pages in the Web site.

Task panes - contains tools which are automatically made available when
certain tasks are performed.

View buttons - change the workspace view by clicking buttons located at
the bottom of the interface.
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Download Time - specifies the time it will take for the current page to
download at a specific modem speed.

Page size - the dimensions of the page in pixels.

Default and Custom - to access the page Properties dialog box.

Creating New Pages

Opening a New Page
¢ When you open a new blank page, it appears in the Page view:

Microsoft FrontPage - new_page_1_htm =] B
File Edit Mjew Insert Formak  Tools  Table Data  Frames  Window  Help
-5~ d a8 SR -V BRI

Mol + Times Mew Raoman - B I U

|
I
.
I

i=

I— s— =

J new_page_1.htm

i)

Getting Started *
SENN A

Microsoft Office Online

L= *

Virus prokection: Best practices
Tips on Web page layout

Display a phoko gallery on your
Web site

Mare...

Search Far;

| |

Example: "basic kutarials"

Open
Web Sites
|I WWW.EUI’VESDI‘I"}J‘.EDI’I’I I

My web
|| P Mere. .

Pages
page-main-F.htm

|| konik-card. hkm |
[ Mare...

o
ﬁ.ﬁignlﬁﬁplit El Code QAPreview Jj bl I ] Create s nevaage or site... !

| [D:ni@Sekbps 67 x 380 [Defadlk |[Custom g
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Adding new pages
From the main menu, choose File = New. The New Task pane opens on
the right side of the screen

From the New task pane choose Blank page:

MNew
@ =) 60

Mew page

T X

_1] Blank page

=] Text file & ]

L‘Eﬂ From existing page...
Mare page kemplates. ..

Saving pages

From the main menu, choose File > Save

OR press the Ctrl + S key combination.

If you previously saved the file, it is updated in its current location under its
current name.

If this is your first time saving the page, the Save As dialog box opens:

Save As

Save in:

Ilii'I My Webs j '@*L—!] 'd ~ F ﬂvTDu:ul_sv

o

My Recent
Docurnents

Q

Deskiop

N
My kuments

My Metwork,
Flaces

ui'l _private
ui']images
ICmyvweb

File name:

~

Save as type: I'-.-'-.-'el:u Pages l{*.htm;*.html;*.shtml;*.shtm;*.stm;*.asp;*.ej

Page title:‘ I\.Page’ . . M _

Save I
Zancel |
&)

Type a file name for the page and ensure the Save in location is correct.

Select the appropriate file type from the Save as type drop-down menu.
While creating your web page, you should save it as Web Pages.
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Opening pages
e From the main menu, choose File = Open

OR press the Ctrl + O key combination.

e The Open File dialog box opens:

Open File HE
Loak in: I rywebd j @ -4 @ X 4 £~ Tools~
| _private
4 \limages
My Recent deskkop.ini
Documents " indes, bt
@ ﬁéjnew;age_&htm
Deskkop
5
My Documents
-
-
My Compuker
i Fil= namme: - o]
0 Open | v
Py Mebwork. I J
Places Files of tvpe: I,.:.,|| Files (*.*) j Cancel |

e Locate and select the desired file, and click Open.

Note: FrontPage 2003 has removed the Navigation toolbar from the
application. There are now 31 new Task panes which have been added to

FrontPage 2003.

Using Rage templates

o Page templates are pre-formatted web pages provided with FrontPage

2003.

o Depending onithe type of information youfwant to present, you can select the
template you need and use it as a basis for your own page.

To use atemplate

e From the main menu, choose File = New.
e The New Task pane opens on the right side of the screen.

¢ Choose More page templates, and the Page Templates dialog box

appears:
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New v X
@ &) o
Mew page

_] Blank page

=] Text file

L'iﬂ From exisking page...

More page templates .,

Mew Web site {5

e In the Page Templates dialog box, select a template.

¢ Click OK:
Page Templates [

General |Frames Pages | Style Sheets |

. |-

Pl eE  Gibliography  Confirmation  Feedback Options
Farm Farrm [~ Just add Web kask
ST - - - - EER i cUrrent frame
= ] ] ] Descripkion
Form Page Frequently Guest Book  Photo Gallery Create a blank web page,

\Wizard Asked Q...

Search Page Table of Iser
Conkents Reqgistration

Preview

(0 I Cancel

e The template page opens. You can now enter the content of your web page
into, the format provided.

RagePraperties™ B W & & s e

Using Page Properties dialog box

e The Page Properties dialog box allows you to configure your web page. It
consists of tabs where properties such as background and margin settings
can be specified. From the main menu, choose File = Properties:
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ile | Edit  Wiew Inserk

[ew, .,
Qpen...  Chrl+o

Close

open Sike...
Close Sike

Save Chrl+5
Save B,

Save Al

Em B T RO

File Search...

Publish Site, .,
Import, ..
Export...

Presview in Browser #

Page Setup...

Print Preyiew

Brink. .. Chrl+P

Send, ..

i

Recent Files

Recent Sites ]

Exit

Using the General tab
e The General tab allows you to specify the location (URL) and title of your

page.
nd files can also bejneluded to pl the page opens (i
file owser I
FOR USE AT THE LICENSED SITE(S) ONLY
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Page Properties

Using the Formatting tab

e The Formatting tab allows you to configure Background and Colors
options.

e You can specify a picture to be used as the page’s background, create

effects when users move the mouse pointer over hyperlinks on your page, as
well as set the colours for the background, text and hyperlinks:

SAMPLE
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Page Properties

L I

I
™ Make it awatermatk

R
HEOEE]

Using the Advanced tab

e The Advanced tab allows you to specify Top, Left, Bottom, and Right
margins for your page.

o Additionally, Body style and Rollover style can be specified.

¢ The Advanced tab can also enable you to do Design-time control
scripting:

SAMPLE
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Page Properties |

General I Formatking Advanced |Cust|:|m I Language: I

Maragins
Top Margin: || = Pizels Margin ‘Width: I = Pixels
Left Margin: I = Pixels Margin Height: I = Pixels
Botkarn Margin: I = Pixels
Right Margin: I = Pixels

Skyles

Body stvle... | Rollver stvle... | 71 Enable byperlink rollover effects

Design-time conkral scripking

FlatFarm:

|client {IE 4.0 DHTML} |
Setver!

I'-.-'BScripI: |
Clignk:

IJavaScript j

(0] 4 I Cancel

Creating a New Web File

Using Web site templates

o Web site templates are pre-formatted web sites, complete with themed
pages and a link structure.

o The templates, provided by FrontPage 2003, are designed to suit different
contexts.

e _Depending on the type of web site you want to create, you can select the
stylezyou needand use it as a basis for your-own-site.

To openia web'sitetem plate
e From the/main menu, choose Eile = Newv.

o+ The'New Task pane‘opens on‘the right side of the screen.

e Choose More Web site templates, and the Web Site Templates dialog
box appears:
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Mew Web site
@ Cne page Web site. .,
I§|_=J SharePoint keam site. .
Iﬂy Wb package solutions., .,
More Web site bemplates. ,@

In the Web Site Templates dialog box, select a template and click OK:

Web Site Templates Ed |

General |P'au:kages I SharePoint Services I

one Page Corporake Custormer Catabase Options
Weh Sike Presen.., Suppark W...  Interfa... Specify the location of the new Web site:

Discussion Empty Web  Import Web [

|C:'|,D|:u:ument5 and Sethingsify DDELj

Browse, .. |

Weh Sk, ., Site Site Wizard
[~ &dd ko current Web site
I I % I™ | Encryvpted|connection required (S5
: —_— Description
Pm]e'.:t e ShareF‘u:_unI: Create a personal Web site with pages
Sike Team Site ;
on your interests, phokos, and

fFavorite web sites,

(n] 4 I Zancel

e You can now enter the content for your website into the structure provided.

Opening awep site
e WFrom the main menu, choose File = Open Site:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 19 - Frontpage 2003 - Foundation Level Manual

File | Edit  Wiew Inserl

Mewy, .,

[ open.. Ctrl+o
Close

|B Open Sike. .. %_
Close Site

B zave CErl+5

Save As. ..

Publish Site. ..

=4 Print.. Chtrl+p

Properties...

Exit

£

e The Open Site dialog box opens:

Loak in: I[ﬁ My Documents j - Lj | ﬁ x L:J = Tools =

My Recent
Documents

My Documents

<

[y Computer

b J

Iy Metbwork,

o Click Open.
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Closing a web site
¢ From the main menu, choose File = Close Site:

File | Edit Miew Inserl
Mew, .,

[ Open... Chrl+O

B z=e Ctrl+§

Save As...

Publish Site. ..

=4 Print.. Ctrl+P

Properties...

Exit

£

Deleting a web site
¢ Open the web site you want to delete. From the main menu, choose View >
Folders:

i nsert  Formak To

) 1

Page

Mavigakion
Hyperlinks
Tasks

Folder List  Alt+F1

ite], be
do.

e thatyou e no more need for

¢ From the main menu, choose Edit > Select All

OR press the Ctrl + A key combination:
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Edit | ¥iew Inserk  Format

& Cut Chrl+2
23 Copy Chel+C
[58h oOffice Cliphoard. .,

I

>< Delete

| SelectAl . Chrl+a
&% Find... s Chrl+F
Sac Replace... Ckrl+H

¢ From the main menu, choose Edit > Delete:

File | Edit | Migw Insert  Formak Tools Table Data  Frames !
d - S8 -V iR
S Chrl4+x al q B 7 U
=3 Copy Chrl4-C
Falder ¥eb Site
D == I=nts of 'Ci\Documents and SektingstSandi
DK pekte ! Title
i Select all Eﬁrlhﬁ.
i y
W
o
|5y images |

e A Confirm Delete dialog box will open, asking if you would like to delete one
item or all, click the Yes to All button:

Confirm Delete

‘. ~ fAre yo woll wank ke " Fprlas

interest. htm phoko.htm

Yes es bo Al Mo Zancel

e A second Confirm Delete dialog box will appear. Click Yes to confirm your
selection:
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Confirm Delete

How would you:

o Explain HTML basics?

¢ Name files?

e Use the FrontPage 2003 workspace?
e Create new pages?

e Save pages?

e Open pages?

e Use Page templates?

e Use Page Properties?

e Use a Web site template?
e Opena Web site?

e Close a Web site?

e Delete a Web site?

SAMPLE
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Views

When you have completed this learning module you will have seen how to:
e Use the Views menu

e Use the Page view button

o Use the Folders view button

e Use the Reports view button

¢ Use the Navigation view button
e Use the Hyperlinks view button
e Use the Tasks view button

e Use the Menu bar

e Use the Formatting toolbar

¢ Use the Page View windows

e Use the Design View window

¢ Use the Code View window

e Use the Split View window

e Use the Preview View window

Moving Around the Workspace

Using the Views menu

e The Views bar in FrontPage 2003 is now part of the main menu toolbar,
under View:

View | Inserk  Format  Toe

Page

Folders

Remote Web Site
Reporks k
Mavigation

Hyperlinks

i ol o §F U] =

Tasks

Rl 1 Grid 2

ESir Y 3

@ Folder List  Alt+F1

This new feature gives you a larger workspace and allows easier access to

the view selections which display different types of information about your
web site.
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Using the Page view button

e The Page view displays individual pages. Itis in this window that you can
create a page:

View | Insett  Format  Toc

Folders
b

Femoke Web Site
Reports k
Mavigation

Hyperlinks

& ge B [m

Tasks

Using the Folders view button
e The Folders view displays the folders and files which make up your web site:

Views | Imsert  Format  Toc

Page

Remote Web Site
Reports k

Mavigation

Hyvperlinks

& e B s B

Tasks

Using the Reports view button

e The Reports view displays a Site Summary which provides access to
different diagnostic and statistical reports about your web site:

Ea Mavigakion Files Y
A Hyperlinks Shared Content »
@ Tasks Problems 3
Ruler and Grid 3 WitarkFlon 3
Tracing Image ] Usage ]
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Using the Navigation view button
e The Navigation view displays information about the navigational structure of
your web site:

View | Insert  Format  To
] Page
[ Folders

@a Hypetlinks

@ Tasks

Using the Hyperlinks view button
o The Hyperlinks view displays information about the hyperlinks on a page:

View | Insett  Format  Toc

& Page
[ FEnolders
ﬁ‘ Remote Web Site

lug Reporks k

Mavigation
L@' Tasks

e Select a file from the Folders List to see a map of the hyperlinks in the file.

Using the Tasks view button
e The Tasks view displays a list of assigned tasks, which is useful when
creating a web site in collaboration with other developers:

Inserk F T
e
olders
oke
af

Mavigation

Hypetlinks

e This pane also displays task status and priority.
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Using the Menu bar
e The Menu bar (main menu) provides access to various menus:

© FEle Edit Yiew Insert Format  Tools  Table Data  Frames  Window  Help

It is also the main point of access for FrontPage 2003 help.

Using the Formatting toolbar

e The Formatting toolbar allows you to configure font, alignment, list, and
border settings.

e It also provides tools for highlighting and changing the colour of text:

Formatting x
rotrnal ~  Times Mew Roman > 3(lzp) - | B I U

A A IEEEEN-YA-

Using Document tabs

¢ Each page you create has its own Document tab which displays the page’s
name as an HTML file. If you have several pages open at once, you can click

on the tab to view the desired page:

[l ‘Web Site new;age_l.htm*\k Schedules. htrm
o

Changing the Page Window

Using Page View windows
¢ When viewing a page (in Page V|ew) you can choose from three different

Using the Design View window
e The Design window presents your working document.

¢ In this window, you create, design and edit pages using the features and
tools provided with FrontPage 2003:
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[8] Microsoft FrontPage - C:A\COURSEWAREACOURSEWARE 20035\COURSESACCT Fro... M=l E3

© Fle Edit Wiew Insert Format  Tools  Table Data  Frames  Window  Help

N-E-HARB- S R0 EEREe 8 a4

mormal | [idefaul Fort) |l lin | ===/x o |8 A B
Falder List | ] 4 % [ﬁ Web Sike ” index. htm \\{ahuutme.htm £
|5 FACOURSEWAREY = T

[ _fpclass E' ‘B

) _owverlay
) _private
Iy _themes

|5y images
[ photogallery AbO Ut Mf
liag aboutme, htm i

@ Favourite,htm
@ feedback.htm

ﬁ indez . hkm 02;’08{104;
interest,hkm
I_ij] parrotl_small, | Haome elcome to my Web sital

photo.htm sbout Me :
Bl - -1 . ! S :
. _>|_| ; Interests his is a page that can be B
MFalder List | §2Mavigation |C3 Desian | B split Bl Code S Preview |4| I »

| |n:o1@sekbps 15« 247 |Default |Custom g

Using the Code View window

e The Code window shows the HTML formatting language generated by the
application, based on the page you have created in the Normal window.
o It is this source code which a web browser uses to display the page:

“m wieh Site ” new_page_z2.htm \kfeedback.htm -\Iahuutme.htm

]

width=""100%"

Ztd width="1580" colspan="2" align="center">snbsp;</ td>

<td align="center":=

Ll ——webbot bot="Nawvigation™ s-type="hanner”™ s-renderihg="graphics™ s-oriet
<fnds

o ot

<table border="0" cellpadding="0" cellspacing="0" width=""100%">
<tr
<td style="border-bottom-style: solid; border-bottom-width: 17 align="riglv
}l

LdCesign B spli (B Code [ A Preview |‘|
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Using the Split View window
e The Split window shows the Design view and the Code view at the same
time:

(| WebsSite ||index.htm*

(<] [<body | [<tablex| [<tr=| [<td=| [<centers| [<tables| [<trs| [<td>]

L=l * &

<td width="50%" alim="left™ walimm="top" style="border-style:inone; }
<img alt="Hountains"™ border="0" src="images/mwount.gif"” alicgn="1lefr" 1
at my new online photo album filled with pictures from my wacations,
sporting events, and oy familvy.</td-
<td width="50%" align="left”™ walign="top” style="border-right-style:r—
<!——webbot bot="PurpleText” prewiew="This is a place to create links
<tahle horder="0" cellpadding="0" cellspacing="0" width="100%"> _ILI
3

-

: =
Look at my Comment: This is a
new online :place to create links :
photo ‘o your favourite :
album message boards /
filled with :chat rooms / N
pictures ‘rommunity web :
| ey eEalens T e >
L Design |B split | E Code G Preview |‘| | Ll_l

Using the Preview View window
e The Preview window shows what your page might look like when viewed in a
browser:

[m Weh Site ” new_page_z2.htm \kfeedback.htm -\[ahuutme.htm >

To view all elementz in thiz page cor

Home Welcome to my Web site!
About Me
Interests his is a page that can be used to
Favaorites describe your personal or professional

Photo Gallery  [EXperiences. You can post a resume if -|
*

|

LdCesign B Split Bl Code |3 Preview

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 29 - Frontpage 2003 - Foundation Level Manual

Review Questions

How would you:

¢ Use the Views menu?

e Use the Page view button?

e Use the Folders view button?

e Use the Reports view button?

¢ Use the Navigation view button?
¢ Use the Hyperlinks view button?
e Use the Tasks view button?

¢ Use the Menu bar?

e Use the Formatting toolbar?

e Use the Page View windows?

e Use the Design View window?

¢ Use the Code View window?

o Use the Split View window?

e Use the Preview View window?

SAMPLE
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When you have completed this learning module you will have seen how to:
e Use the Create a new normal page button
e Use the Open, Save, Find and Publish Web buttons
¢ Use the Toggle Pane button

e Use the Print button

¢ Use the Preview in Browser button

e Use the Spelling button

e Use the Cut, Copy and Paste buttons

¢ Use the Format Painter button

e Use the Undo and Redo buttons

¢ Use the Web Component button

e Use the Insert Table button

¢ Use the Insert Picture from File button

e Use the Drawing button

e Use the Insert Hyperlink button

e Use the Refresh button

¢ Use the Stop button

e Use the Show All button

e Use the FrontPage Help button

¢ Use the Style drop-down list

e Use the Font drop-down list

e Use the Font Size drop-down list

e Use the Font Style buttons

¢ Use the Text Alignment buttons

e Use the Font Size buttons

e Use the List buttons

¢ Use the Indent buttons

e Use the Borders button

¢ Use the Highlight button

sglUse, the Font Goelor buttons

TRasiandard Teobar W A/ B D | J—

The'Standard toolbaricons

Creste & nevy normal page Inzert

Search Wish Picture Shiowy

. i Format Insert  From Inzert Lavers
Save Print Spelling Copry Painter Redo Tahle File Hyerlink Stop Anchors
I I I I I | L I I I I I
-Z-AAE B- Sa-V s aBRY9-C-BRBESR 20 T 08
I I [ I I I | I I I I I I
Cpen Find Togole Presiew Cut Pazte Lndo ek Drawing  Refresh  Show Help
pane Component All

Insert
Layer
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Using the Create a new normal page button

e The Standard toolbar allows you to access key FrontPage 2003
functionality quickly.

e You can customise the toolbar to include buttons for commonly used
features or tools.

e The first button on the left side of the Standard toolbar creates a new, blank
page:

NEAEEE

Create 3 new normal page|

Each page you open appears on its own tab with the name
new_page_#.htm on it.

e The Create a new normal page button drop-down list allows you to open
various page and web templates:

= - b 33 2| E

Page...

E

W'eb Sike, ..

Blank Page  Chrl+M
Texk File
SharePaink List, ..

Falder

RN =iy Wiy

Task. ..

o open an|existing

r allows

File dialog appears
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Open File HE
Look in: |,_-|Mywu:s d@-m @ X [y - Todk~

ﬁmywehll:l

My Computer

q Flegane: |

My Metwork.
Places Files of type: |,q| Files (*.*)

Lef L]
H\i

i
h 4

e Use it to locate the file you want to open.
e The Open button drop-down list allows displays two options:

Open — to open a file.
Open Site — to open a Web site:

S-ld a2 m-
[ open.. Ctrl+o
E Open Sike...

Using the Save button
e The Save button from the Standard toolbar allows you to save the current
file: =l

o If you previously saved the file, it is updated in its current location under
its current name.
e If this is your first time saving the file, the Save As dialog box opens:

Save As

Saveln: [ My webs
’ﬁmmhl

My Compuber

- Page title! INew Page 3 Change tRle...
!’ i File name: new_page_3.htm| -
e | El Save
Places Save as Lype: |'-'.n'eh Pages (* hbm;* html; *, shitml; *, shhn:*.st‘m;*.asp,'*.ej Cancel

e Provide a file name for the page or web and ensure the Save in location is
correct.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 33 - Frontpage 2003 - Foundation Level Manual

e Select the appropriate file type from the Save as type drop-down menu.

Using the Find button
e The Find button from the Standard toolbar allows you to search the page for

specific instances of text: s
o When you click the Find button, the Find and Replace dialog box opens:

EX Find and Replace =] E3

Find | Replace | HTML Tags |

Find whak;

El
4

HIML Fules, .. Zlear rles |

Search options

Find where: Direckion: fdvanced:
i~ all pages = al [ Match case
" Open page(s) " Up ™ Fimdlwhole word anly
 Selected pagels) i~ Down [ Ignore whitespace differences
¥ Current page [ Regular expressions
I Find im source. code Query: | sl

Fimd| et | Close |

e Specify what you want to search for and the Search options you want to
use.

Using the Publish Site button
e The Publish Site button from the Standard toolbar allows you to specify

where you want to publish your web: FJJJ

e When you click the Publish Site button, the Remote Web Site Properties
dialog box opens displaying three/tabs:

Remote Web Site - enables connection to a site on a remote server.

Optimise HTML — optimises the HTML code when publishing files to a
remote site.

Publishing — options for publishing updated files to the remote site:
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ARemote Web Site Properties

—

Using the Toggle Pane button

e The Toggle Pane button from the Standard toolbar allows you to select a
second view which you can add to and remove from the window quickly:

Folder List  Alt+F1

Mavigation Pane
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Folder List LA =
] —:\Documents and Sekti
[ _fpdlass
[ _overlay
| _private
[y _themes
|y images
|5 photogallery
ai-]v aboutrne. htm
@ Favorite, b
%4 feedback.htm
ok indes. i

Navigation Pane:

Mavigation Pane b4

Gl welcome to my Web site

e Click the Toggle Pane button again to return to the original, single-pane
view.

Using the Print button
e The Print button from the Standard toolbar allows you to print your

document: =
e When you click the Print button, the file is sent to the default printer.

Using'the Preview in Browser button
o The Preview in Browser button from the Standard toolbar allows you to

viewyour page or web site in\a browser: ﬁ

e When you click the Preview'in Browser button, the current page is
displayed in the default browser:

Note: You must save the file before you can preview it.

Using the Spelling button
e The Spelling button from the Standard toolbar allows you to check for
spelling errors on your page: v
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e When you click the Spelling button, the Spelling dialog box opens. Use it to
correct misspelled words.

Using the Cut button
e The Cut button from the Standard toolbar allows you to cut selected items

from the page: &

To use the Cut button
e First select the text or image which you want to remove.

e Then, when you click the button, the selected text or image is removed and
placed on the Clipboard.

Using the Copy button
e The Copy button from the Standard toolbar allows you to copy selected

items so that you can paste them somewhere else: =F

To use the Copy button

e First select the text or image which you want to copy.

e Then, when you click the button, a copy of the selected text or image is
placed on the Clipboard.

e The copied item can now be pasted to another location.

Using the Paste button
e The Paste button from the Standard toolbar allows you to paste the text or

image currently on the Clipboard to another location: Ee

Jogusethe Pasteghutton

s First copy or cut the text or image which you want to paste.

e The item is/placed.on the Clipboard.

o Placeithe cursor.in the location where you wantthe item to be pasted.

o Click the Paste button, and the/copied item is pasted to| the location you
choose.

Using the Format Painter button

e The Format Painter button from the Standard toolbar allows you to copy
the formatting (font and line characteristics, etc.) from one instance of text

J

on your page and apply it to another:
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To use the Format Painter button

e Place the cursor on the text which has the formatting you want to copy.

¢ Click the Format Painter button and then use the mouse to select the text
to which you want to apply the formatting.

Using the Undo button
e The Undo button from the Standard toolbar causes your document to revert
to the state it was in before your last action: |19 -

o Click the Undo button multiple times to move sequentially back through your
actions.

Using the Redo button
e The Redo button from the Standard toolbar causes your document to return

to the state it was in before you used the Undo button: ¢ -

e Click the Redo button multiple times to move sequentially forward through
the actions which were undone.

Note: Whatever you undo, you can redo.

Using the Web Component button
e The Web Component button from the Standard toolbar allows you to add

features and effects to your web page: (£

o When you click the Web Component button, the Insert Web Component
dialog box opens:

SAMPLE
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Inzert Web Component [ 7]

Component tvpe: Choose an effeck:
lﬁ Web Search ﬂ Interactive Butkon
% Spreadsheets and charts
Hit Counker
Phata Gallersy:
% Included Conkent
@=y Lirk Bars
Table of Conkents
Top 10 List

List: Wiew x| d

Inserk animage rollover butkon with text,

Find components

an the web Cancel = Back [k = | | Firiish I

A

e Select a FrontPage component from the Component Type listand then
configure it with the available options.

Note: Some selections activate the Next button, which you can click to
further modify the component you have chosen.

Using the Insert Table button
e The Insert Table button from the Standard toolbar allows you to add a
table to your web page: =

e When you click the Insert Table button, you can specify the dimensions of
the table you want to insert:

=l Y
HEEN
11| |
NEER
I ET ]

3 by 4 Table

¢ In the popup grid, highlight the required number of rows and columns.
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Using Insert Layer
e The Insert Layer button from the Standard toolbar inserts a “floating” box,

into which text or images can be placed: o

o The most recent layer added to the page will be placed over previously
inserted layers.

Using the Insert Picture from File button
e The Insert Picture from File button from the Standard toolbar allows you

to select a stored graphic file which you want to add to your web page: fg

e When you click the Insert Picture from File button, the Picture dialog box
opens:

Picture KHE
Look in: I":' Sample Pickures j @ - ) X 4 id -~ Tools~

,f] Blue hills. jpg

; ,ﬂ Sunsek.jpg

Iy Recent ,f] Water llies.jpg
Documents uﬂ Winter jpg

S (S8

=
1]
un
=
[m]

=)

L¢

My Documents

1
5_.l

ok

My Compuker

;_'_g File name: I InisErE: *l
My Metwork, =

=
Places Files of type: I.ﬁ.ll Pictures (*,gif;*.jpo;* . png; * brop; * wmf;*, dib) j Cancel l
&)

e Locate the picture you want to add/and click Insert.

Note: Itis recommended that you place the graphic in the current project's
Images folderibefore you add it'to a page.

Using the Drawing button
e The Drawing button from the Standard toolbar allows you to access artistic
tools: b

e When you click the Drawing button, the Drawing toolbar opens:
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Draw~ [ | Auoshapes- N\ " O M dl 8 & | - 2 - A-= = =

Use the toolbar to create shapes, text art, lines and arrows.

Using the Insert Hyperlink button
The Insert Hyperlink button from the Standard toolbar allows you to

create links to other pages or web sites.

You can also create links to e-mail addresses:

2

When you click the Insert Hyperlink button, the Insert Hyperlink dialog

box opens:

Inzert Hyperlink

Link. ko Text ko display: I ScreenTig. .. |
Lok, in: I mywehl 0 j | @l ﬁ.’-l
Existing File or :
Web Page & | aboutrme.hkm {open) = Bookmark... |
CFHrILIE”t £ favourite,htm (open)
SRS 8 feedback.htm fopen) Target Frame. .. |
Flace i This ] inkerest,htm (open)
Dacument Browsed | new_page_2.htm (unsaved) Parameters. .. |
Pages & | new_page_3.htm (unsaved)
ﬂ ) _derived Skyle.., |
Create Mew Recent —' Sfpelass
Document Files ) _overlay
) _private LI
Address: ;I
E-mail Address
] | Zancel

Create and configure the link.

JUsingpthe Refresh button
The Refresh button from the Standard toolbar reloads ithe document to

display the/mostirecent version: E
Use this button'to revert to the last saved version of your document;

Using the Stop button
The Stop button from the Standard toolbar stops the process of loading a

(%]

web page:
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Using the Show All button
¢ The Show All button from the Standard toolbar makes all the text and

format markers in your document visible:

o When you click the Show All button a second time, all the markers are
hidden.

Using the Show Layer Anchors button

e Anchors, or bookmarks, are hyperlinks which link to other areas within the
same document.

¢ When the Show Layer Anchors button is clicked, all anchors (or

bookmarks) inserted into the document are displayed:

Using the FrontPage Help button
o The Help button from the Standard toolbar allows you to access FrontPage

Help: /¢

¢ When you click the Help button, the Microsoft FrontPage Help window
opens.
¢ Use it to navigate the help system to find the information you require.

Customizing Tools
e FrontPage offers customizing tools which let you add and remove buttons
from the Standard toolbar.

e You can also customise your workspace by showing and hiding toolbars for
different features.

To customise toolbars

e Click the small down-arrow at the end of the Standard toolbar to open the
drop-down ménu:

i < B | m (7)

Show BUktons an GmesRow

add at Remoye Butkons -

e If you choose Show Buttons on One Rowy, all the Standard and Formatting
toolbar buttons appear on one row above the display window.

e If youchoose Add or Remove Buttons, the Customize dialog box opens.
Use it to customise the Standard toolbar to better suit your needs.

The Formatting Toolbar
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Standard toolbar icons

Decrease
i i Incresse ~ Indent )
) _ All%_ltﬂ A_Il%q Fort  Mumbering Cutsicde Fort
Style Font Size ftalic Le Fid| Size Bullets Borders Color

I ] N ] | I l

Formatting

Momal < |verdans <302t - | B 7 U | E[E]|ZE = A 4 =i
Forit Bold  Underline Align  Justify  Decresse  Bullets | Highlighit
o o Cer%er ¥ Fort Increase 8.:.|3r
Size Indent

Using the Style drop-down list

¢ The Formatting toolbar enables you to select paragraph styles, and
configure font settings such as size and colour.

e You can also use it to align text, insert tables and lists, and highlight
sections of text.

e The Style drop-down list from the Formatting toolbar allows you to format
text with paragraph style tags:

Mormal | Yerdana

FY
1 Bulleted List Ig j
8 Default Characker Styl

T Defined Term
T Definition

1T Directory Lisk
T Farmatted

1 Heading 1

T Heading 2

1 Heading 3

T Heading 4

T Heading 5

1 Heading &

T Menu Lisk

T Marrmal

T Mumbered Lisk

e A style tag, such as Heading 1 or Bulleted List, contains pre-defined
settings for font, font size, line spacing, and indentation.

¢ “When you select'a style tag from the list, thegsettings it contains are applied
to the paragraph'in which the cursor/is currently positioned.

Using the Font drop-down list

e The Fontdrop-down list from the Formatting toolbar allows you to apply a
font to text which you have selected.

e You can choose from all the fonts saved on your system; however, some
fonts are not supported by some browsers and may appear differently:
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| |3|:12pt:|- B T

Verdana [~

{default font) —
ADMUNELg

ADMLIZESm

T Andale Mono IPA O 0d 0T 00D ]

 SAria Seript SSE
T Arial Alternative Abgd E th I J

T Arial Black

T Arial Monospace AHCAE T Gh | J

T Arial Marraw

% Arial Rounded MT Bold =l

To apply a font

¢ Use the mouse to select the text to which the font is to be applied.
e From the Font drop-down list, choose the font you want to apply.

Using the Font Size drop-down list

e The Font Size drop-down list from the Formatting toolbar allows you to
change the font size of text which you have selected:

& (24 pt)
7 (36 pt)

To chaRge the fangsize

e Use the mouse to select the text which you want to make larger or smaller.
e Fromithe Font Size drop-down list, choose the size of font.

Using the Font Style buttons

e The three font style buttons (Bold, Italic and Underline), located on the
Formatting toolbar, let you bold, italicize and underline selected text:

B I 1
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To apply a font style

Select the text to which you want to apply the font style.
Choose the style or styles to be applied.
You can apply these font styles cumulatively.

Using the Text Alignment buttons

The four text alignment buttons (Align Left, Center, Align Right and
Justify) located on the Formatting toolbar, enable you to specify how text
is positioned and aligned on the page:

To specify alignment

Place the cursor on the line or paragraph you want to format.
To align more than one line or paragraph, use your mouse to select them.
Choose the type of alignment by clicking one of the alignment buttons:

Align Left - lines begin at the left margin (left justified).
Center - lines are centered on the page.
Align Right - lines end on the right margin (right justified).

Justify - lines begin at the left margin and end at the right margin.

Using the Font Size buttons

The two font size buttons on the Formatting toolbar let you increase and
decrease the font size incrementally:

AW

A0 change the font\8ize

When you click the, Increase Font Size buttonypthe selected text (or any
text typed afterthe current location of the cursor) increases in size.
Whehn you click the'Decrease Font Size button, the selected text (or any
text typed after the ‘eurrent location of the cursor) decreases insize.

The most current size is displayed in the Font Size list box.

Using the List buttons

The two List buttons from the Formatting toolbar allow you to create
ordered and non-ordered lists:

An ordered list is a sequential series of items which are numbered to specify
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an order.

A non-ordered list is a non-sequential series of items marked with bullets
or dash characters:

i— &—
i— s—

i— v—

To create lists

Place the cursor where you want to begin the list.

Choose either the Numbering or the Bullets button.

When you have finished the first item, press Enter and continue with the
second item.

When you have finished the list, click the Numbering or Bullets button
again.

Using the Indent buttons

e The Indent buttons enable you to increase or decrease the level of
indentation incrementally:

To change the level of indentation

¢ Each time the Increase Indent button is clicked, the text in which the
cursor is resting is indented one level.

e Each time the Decrease Indent button is clicked, the text in which the
cursor is resting moves back one indentation level.

Using the Borders button
¢ The Borders button from the Formatting toolbar allows you to format

borders for tables and text: -

s From'the Barders button drop-down list, choose the type of border you want
to, apply tothe selected table or line of text:

Using the Highlight button

e The Highlight button from the Formatting toolbar enables you to apply a

abr _
highlight colour as a background for selected text: i
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The button’s drop-down list allows you to customise the highlight color:

| ] futamatic

Standard Calars

H(EEEENEN
ONEECONEEN

Theme Caolors

EEEENEC

Maore Colors, .,

To highlight text

¢ Use the mouse to select the text which you want to highlight.

Click the Highlight button. The chosen colour highlights the selected text.

Using the Font Color buttons

The Font Color button from the Formatting toolbar enables you to change

the colour of text: V¥

To change the font colour

e Open the Font Color button’s drop-down list and choose a colour:

M, cIose More L E

If you have selected text, then the colour you choose is applied to the
selected text.

| | | Autamatic |

Standard Colors

H(EEEENEN

If you have not selected text, then the colour you choose is applied to the
text you type next.

Review Questions
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How would you:

Use the Create a new normal page button?
Use the Open button?

Use the Save button?

Use the Find button?

Use the Publish Web button?

Use the Toggle Pane button?

Use the Print button?

Use the Preview in Browser button?
Use the Spelling button?

Use the Cut button?

Use the Copy button?

Use the Paste button?

Use the Format Painter button?
Use the Undo button?

Use the Redo button?

Use the Web Component button?
Use the Insert Table button?

Use the Insert Picture from File button?
Use the Drawing button?

Use the Insert Hyperlink button?
Use the Refresh button?

Use the Stop button?

Use the Show All button?

Use the FrontPage Help button?
Customise Tools?

Use the Style drop-down list?
Use the Font drop-down list?

Use the Font Size drop-down list?
Use the Font Style buttons?

Use the Text Alignment buttons?
Use the Font Size buttons?

Use the List buttons?

Use the Indent buttons?

Usenthe Borders button?

Use the Highlightbutton?
Usefthe Font Color buttons?
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included w ith our printable coursew are. 0ver

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 f

The most cost effective courseware solution for your IT

training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.
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