Intermediate Web Design
Using Microsoft FrontPage

Reference Manual

Georgetown Independent School District
Instructional Technology
Revised March 2008




Table of Contents

WED DESIGN TIPS ...vcvevereiiiiiisceee e Page 2
Changing, Adding, or Removing Pages.........ccoovvvrverererenen. Pages 3-4
TADIES ..o Pages5-7
Editing Pictures in FrontPage ..........ccccooeieeennnssssnnens Page 8
Using the Photo Gallery in FrontPage.........ccccoovvvvvvvinennn, Pages 9-10
Creating A Slide Show Or Rotating GraphicC........cccccorvvvrnnnne. Page 11
Posting Documents to Your WebSite ..........ccoovvvvnvnnenenn, Page 12

Using Virtual PDF Printer to Save Documents for the Web .. Pages 13-14
Shared Borders and Link Bars (Navigation)...........c...c.cuevuu.e. Pages 15-18

MOdIfyiNg THEMES ......ovvveeeece s Pages 19-20



WEB DESIGN TIPS

Keep the default font setting in FrontPage

Give each page in your website a proper file name and page title

text instead.

Use a background that ensures text will be easy to read

Make sure text is big enough to read

Make sure the order in which you present your information makes sense
Make navigation easy to understand and use

Give visitors a clue as to where they are in your site, either through navigation bars or
titles on pages

Make sure graphics compliment or enhance your content instead of distracting from it
Use animated graphics and scrolling text sparingly

Use only Office ClipArt or graphics; any other pictures/graphics you find on the web
may be subject to copyright

Make every page look as if it belongs to your website; use consistent colors, layouts,
etc.

Make sure pages download relatively quickly; test it on your school AND home
computer!

Follow ALL GISD Web Publishing Regulations



Changing, Adding, or Removing
Pages

REMOVING PAGES

You can remove pages if you never plan to use them, add pages if you'd like a
higger site, or rename pages if you'd like to use them for a different purpose.

NOTE: Be careful never to delete your home page, which has the filename index.htm. If this file is
missing, visitors will not be able to access your web pages.

To remove a page, right-click on it in the folder list, and choose Delete. After you confirm that you want to
delete the page, it will be removed from any navigation bars it was involved in.

CHANGING PAGES

If you would like to use a page for a different purpose, you can rename the page. Renaming the page
involves changing the title that appears on the page itself and the text that will appear at the top of a
browser window when the page is viewed on the web, and changing the filename itself (appears as part of
the URL or web address). To change a page namettitle, follow these steps:

STEP ONE
First, change the page nameltitle

1. Onthe FrontPage menu bar, choose View > Navigation

2. Right-click on the rectangle representing the page you want to change and choose Rename

3. Type the new name for the page. Be sure to capitalize appropriately and keep it short - two words
or less if possible.

4. Click off of the rectangle for FrontPage to accept the change.

5. On the FrontPage menu bar, choose View>Page to return to the regular editing view.

STEP TWO

Now, change the file name of the page (which is part of the actual web address), you can do the following.
1. Inthe Folder list that appears on the side of the Page View, right-click on the file.
2. Select Rename from the shortcut menu that appears.
3. Type over the filename, using the following rules:
a. The new filename should be short, with no spaces or characters (i.e. if the Page
Name/Title & Banner was changed to “Class Schedule”, the filename could be
“schedule.htm”)
b. Make sure that you keep the file extension “.htm” at the end of the filename.
4. FrontPage will automatically update any links to that page.



ADDING PAGES
To add a new page to your website, follow these steps:

On the FrontPage menu bar, choose View > Navigation

Right-click on the rectangle representing your home page and choose New > Page

Right-click on the rectangle representing the new page you just added and choose Rename

Type the new name for the page. Be sure to capitalize appropriately and keep it short - two words

or less if possible.

Click off of the rectangle for FrontPage to accept the change.

On the FrontPage menu bar, choose View>Page to return to the regular editing view.

7. Notice in the left-hand folder list, FrontPage has created your new page. It also picked a filename
based on the name you gave the page. If you do NOT like the filename FrontPage used, you can
follow STEP TWO under CHANGING PAGES on the previous page to edit the filename as you
wish.

8. You now have a blank page, with top and bottom borders, added to your site. If you applied a
theme to your site, the new page will have the theme preformatted for the page.

9. Double-click your new page in the folder list to begin editing it.
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=l Tables

Tables can help you display lists of information. More importantly, they can help you position
pictures and text on your pages exactly the way you’d like them to appear. Many web
designers use tables primarily to control the layout of their pages.

INSERTING A TABLE
Go to the TABLE menu and choose INSERT > TABLE

The INSERT TABLE option allows you to specify a preformatted table with the number of rows
and columns you want. You can make adjustments to columns and rows later if needed.

Inzert Table EE |
slzz The Insert Table option
Rows: I2 E Colurnns: |2 _l? allows you to define the
Lapout number of rows & columns,
- I__l'-e“ - VI width of the table, and other
_ properties.
Border size: I'I _lj IBE ((: I pisels
+ | percent
Cell padding: I3 _|:
Cell zpacing; ID _Ij

(1] 4 Cahcel

TABLE PROPERTIES

You can specify the following table properties by right-clicking on the table and using the
Table Properties option in the short-cut menu.

ALIGNMENT: Align the table left, right, or center.
BORDER SIZE: Increase or decrease the line width of the borders, or make it invisible by
setting it to zero. Invisible borders appear as dotted lines in edit mode, but disappear in

browsers.

BORDER COLOR: Set the borders of the table to a color other than gray (Netscape does not
support border color and will display as gray anyway.)

BACKGROUND: Set the background of the table to a color different than the page color.
WIDTH: You can specify the width of a table by percentage of the page, or by pixels.

CELL PADDING: This option allows you to specify, in pixels, the amount of space you’d like
between the contents of the cell and the cell border.

CELL SPACING: Allows you to specify the pixels of space between cells (increases the space
for the borders).



CELL PROPERTIES

You can specify the properties of individual cells by right-clicking on the cell (or highlighting
the table and right-clicking) and selecting Cell Properties from the shortcut menu. Cell
properties include:

HORIZONTAL ALIGNMENT: Align the contents of the cell left, right, or center.

VERTICAL ALIGNMENT: Align the contents of the cell top, middle, or bottom.

ROWS SPANNED: Make a cell span several rows.

COLUMNS SPANNED: Make a cell span several columns.

BACKGROUND: Set a different background color for the cell from the table background or
page background.

OTHER TABLE OPTIONS

DELETE CELLS: You can delete cells, rows, or columns, by highlighting and selecting DELETE
CELLS from the Table drop-down menu.

AUTOFIT: You can specify a table’s columns to expand or contract based on the cell
contents by selecting the AUTOFIT selection from the drop-down menu under TABLE.

CONVERT: You can convert text to a table, or vice versa, using the CONVERT option on the
drop-down menu under TABLE.

NESTED TABLES: You can insert tables into tables by using the INSERT TABLE Command
(useful if you lay out your page using tables and want to add more tables on the page).



CONTROLLING PAGE LAYOUT WITH TABLES

You can use tables as grids for laying out your pages. This way, you’ll have more control over
how visitors to your website see the information on your pages.

Before putting ANY text or graphics on a new page, think ahead about how you want the text
and graphics to appear on the page, then insert a table which will accomplish this for you.
The most popular monitor resolution is 800 pixels wide by 600 pixels tall, so it’s best to
put your information into tables that are no wider than 750 pixels. This measurement
might need to be even smaller if you are using shared borders on the left side of your web
pages.

As an example, if you want to insert a graphic and have a paragraph about the graphic on the
right side of the picture, you should insert a table with 1 row and 2 columns, like this:

“Shipwreck” Kelly (1885-1952) was famous
for his flagpole sitting records. He sat for 49
days on one flagpole. He once estimated that he
spent a total of over 20,000 hours sitting on
flagpoles. Flagpole sitting was a craze started
in Baltimore, Maryland, in 1929.

You can (and should in most cases) set the table border size to “0” so your viewers won’t see
the table borders. Also be sure to set the alighment of your table to “left”, “right”, or “center”,
depending on the layout of your page.




Editing Pictures in FrontPage

FrontPage provides a useful assortment of built-in picture editing functions.
The following are some examples of all the things you can do to edit pictures

using those tools. To access these tools, display the Pictures Toolbar by choosing VIEW>
TOOLBARS>PICTURES.

Ag =R &L20s oo fF=dmad = oo w g

Here are what each of these tools do to a selected picture:

Inserts a picture onto the page (you can also use INSERT>PICTURE)
y-N Text. Allows you to add text on top of a picture.
Auto-thumbnails a picture (turns it into a smaller graphic that is linked to the larger
—_— image.)
o NOTE: To specify the default size and appearance of the auto-thumbnails created by this

tool, choose Tools>Page Options and the Auto-Thumbnail tab, and you can set the width,
height, and border properties of all thumbnails)

Position absolutely. This allows you to specify exactly where you want the picture
O to appear on your page without using tables for layout. Positioning uses CSS code,
so be careful! Not all older browsers support it.

Bring forward/send backward. If you have positioned pictures absolutely, you can
also bring them forwards or backwards if they overlap each other.

Lh 5

42 2k Jk = | Rotate/flip pictures.

(Bl D] ot 1 | Control contrast/brightness.

Crop pictures. To use the cropping tool, first select the picture, click on the crop
-y tool, then use the handles to enclose the part of the picture you want to keep. Then
click Crop again and it will discard the unselected part of the picture.

& Set transparent color. Select the picture, click on the transparent tool, then click on
= the part of the picture that has the color you want to make transparent.

i Apply grayscale, black and white, or washout a picture.

fad] Bevel the edges of a picture.

Resample a picture. When you have resized the picture, saves the image in that size
permanently.

NOTE: When you resize a picture by dragging it or specifying a smaller size, you have not

ﬁ changed the actual size of the picture file itself. So a 1024 x 800 pixel picture that has been
sized on a web page to 500 x 300 will still require the browser to download the entire 1024
x 800 file, then display it in the smaller size. If you resize it, then resample it, you have
permanently changed the size of the picture, and the download time will also be reduced.)

O (€ 'k Hotspot tools. Allow you to make a clickable link on top of a picture image.

Restore. Returns the image to its original state (as long as you have not saved the
E changes.)




Using the Photo Gallery in FrontPage

FrontPage includes a photo gallery component that makes it easy to display a group of
pictures you’ve taken from a digital camera. The photo gallery component is the quickest way to
quickly insert a group of pictures in your web page, with titles, captions, and thumbnails.

IMPORTANT TIP: Make sure you downsize and save all of your photos into a folder in your web
template before creating a photo gallery!

To add a photo gallery to your website, open the page you want to display it on, then choose
INSERT>PICTURE>NEW PHOTO GALLERY.

ADDING PICTURES & SETTING 21
PROPERTIES pictures | Layout |
Add ¥ | Edit... I Remaove |

The following dialog box allows you to
add, edit, remove pictures, change the
order and size of thumbnails, and
specify the caption and description of
each photo.

MYC-002F, PG
MYC-00ZF 1. PG

Thumbnail size:

Width: |1EID :,' Pixels
Height: |7f5 ﬂ Pixels

[+ Mainkain aspect ratio

MWiZ-003F, PG
MWiZ-004F, PG

[ Set as default size

Move Up | Move Down | You have 4 pictures in this gallery,

% Use Font Formatting from page

" Override and use custom Font Formatting

TimesNewRomanle (12 pt) jl | ] ﬂ B 7 U

Caption:

Description:

[o]4 | Cancel |

el b3
EDITING PICTURES
- : il - i 2 o G Picture Size:
If you select a picture and click on the Width: :|' Pixels
Edit button, you can rotate, flip, or crop Height:  |768 :|' Pixels

the picture in the Edit Picture dialog
box. You can also change the size of
the picture file that will be displayed
when the thumbnails are clicked on.
(Changing the picture size here DOES
reduce the file download time). Use

[V Maintain aspeck ratio
" Set as Default Size
Rotate Picture:

| 2l 5| al
Crop Pickure: ————————————
- Crop |

the previous and next button to move CDF?;:;‘:E& (1) pieels

through the list of photos you're

adding to the photo gallery. < Frevious Mot Resst |
ok, I Cancel |




CHOOSING A LAYOUT

Once you have added the pictures you want to display into the photo gallery, click on the
layout tab to choose the layout you want to use for the photo gallery. The following are your
options for layouts:

2w Horizontal

Vertical

Once you have inserted the photo gallery into your web page, when you save it, your pictures
(if not already part of the web folder) will be added in a new folder called “photo gallery”.
You can return to edit the photo gallery by right-clicking on it and choosing Photo Gallery
Properties.
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Creating a Slide Show or Rotating
Graphic in FrontPage

The following directions explain how to use the Banner Ad Manager component in FrontPage to create either a
rotating graphic or a photo slide show. The Banner Ad Manager lets you select multiple graphics or photos (they
must all be the same size), and set transition times & effects between them as they rotate on a web page.

STEP ONE: Make sure all graphics or photos are the same size.

Using Microsoft Photo Editor (Office 2002)

1.

2.
3.

4.
5.

Open the graphic or photo you will be using in Microsoft Photo Editor.

Go to the IMAGE menu and select RESIZE.

In the dialog box that appears, check SMOOTH and set units to PIXELS. Resize the photo to 320 pixels
wide X 240 pixels high or smaller.

Now click SAVE and save the photo or graphic into the IMAGES file of your web folder.

Repeat the above process for each graphic or photo you'll be using in your slide show.

Using Microsoft Office Picture Manager (Office 2003)

1.

ook w

Save all of the photos you wish to use into one folder. It can be a folder inside your web template
folder to save you some time later.

Right-click on any of the photos in the folder and choose Open With > Microsoft Office Picture
Manager.

Once Picture Manager is open, go to View > Thumbnails

On the toolbar, click on Edit Pictures, then in the right-hand pane click on Resize.

From the menu bar choose Edit > Select All

In the right-hand Resize pane, choose Predefined Width and Height > Email Large and click OK.
This size is a suggested guide based on screen resolutions and graphic download times of most computers.
The file names of all of your pictures will change to bold with asterisks. This indicates they need
to be saved. Go to the File menu and select Save All.

STEP TWO: Use the Banner Ad Manager component in FrontPage.

NoakowrPE

8.

9.

Open your website in FrontPage.

Open the page you want the slide show or rotating graphic to appear on (or create a new page.)

Position your cursor where you want the slide show/graphic to appear.

Select INSERT>COMPONENT>BANNER AD MANAGER.

The Banner Ad Manager dialog box will appear.

Set the width & height to match the size you specified for each of your images.

Set the transition effect you want to show as it moves to the next picture (NONE, BLINDS IN, BLINDS
OUT, DISSOLVE, etc.)

If you want the slideshow/rotating graphic to link to another page, set up the link by clicking on the browse
button and selecting the page to link to.

Now, choose the pictures to display in the order they will appear by clicking the ADD button and browsing
to add each picture to the box.

10. Move the pictures up or down in the order if needed by using the MOVE UP or MOVE DOWN buttons.
11. Click OK when you're done.
12. Select File > Preview in Browser to see how your slide show will look when it is published on the web.

-11 -



@ Posting Documents to Your Website

You can post documents to your website in their original Word, Excel, or Publisher formats. This is
useful if you want students or parents to be able to download documents for editing. If you want your
website viewers to see a PowerPoint presentation, you can save it in web format and post it. This
way, they won’t have to have PowerPoint on their home computer to view your presentation.

POWERPOINT

PowerPoint allows you to output slides to the Web, from one slide to a whole slide show. The slide
shows require no special plug-ins to view, and can be seen by anyone with a browser. Your
presentation will appear with a table of contents down the left side, and slides on the right.

To save a PowerPoint slide show to the web, choose FILE>SAVE AS WEB PAGE. Give the
presentation a file name with no spaces and make sure under Save as Type you choose Web Page.
The new file name should have the extension .htm on it. When you save a PowerPoint as a web page,
a folder will be created with files relevant to that page, so save directly to your web template folder.
This will ensure your PowerPoint works properly on the web.

WORD, EXCEL, or PUBLISHER
Preparing a Word, Excel, or Publisher document for posting to your web page is easy.
POSTING DOCUMENTS TO BE DOWNLOADED FOR EDITING:

If you have a file you want users to be able to download and edit (assuming they have the correct
program), you simply save it to or copy it to your web template folder. For organization purposes, it's
suggested you make a folder within your web template folder called documents or filecabinet, etc, in
which to store your files. Then, follow these steps:

LINKING TO THE DOCUMENT IN YOUR WEBSITE

Open your website in FrontPage.

Open the page you want to include the document link on.

Type in the name of the file.

Highlight the name you’ve typed, right-click on it and select hyperlink.

In the Hyperlink dialog box, browse to the document in your web folder, and highlight it.
Click OK. Test your link by going to File > Preview in Browser. Save your page if asked to.
Save and publish your updated page.

Nooasr®NE

If you want to post a document for informational purposes, but you don’t want anyone to be able to
edit it, you will want to convert it to a PDF before posting. See the next pages for instructions!

-12 -



Using Virtual PDF Printer to
Save Documents for the Web

Q: What is PDF and Why Should I Save Files in PDF Format?

A PDF stands for Portable Document Format. If you want the information in an electronic file to be
clearly and easily communicated to those who will receive or download it, you should save the file in PDF
format before posting to your website or sending as an email attachment.

PDF allows you to easily share forms, Word documents, Publisher brochures and newsletters, PowerPoint
presentations, or just about any file you've created.

You can post the file on the web or send it as an email attachment and know that the recipient will be
able to read it. This is because PDF preserves the formatting exactly, and the file is universally readable
by anyone who has free Adobe Reader software installed. It does not matter if the person receiving the
file is reading it on a Windows PC or a Mac, or if they're pulling your information up on their Palm,
Blackberry, or iPhone. They'll be able to access it!

PDF also allows you to share documents you don’'t want edited by someone else. PDFs cannot be edited
unless someone has special PDF editing software, and even then, the changes that can be made are
relatively minimal compared to the changes someone can make to a Word document.

Another benefit of using PDF is the person retrieving your file does not have to have the program you
created the file in. For example, if a teacher creates a class newsletter in Microsoft Publisher and posts it
to his or her website in Publisher format, most of his or her students’ families will not be able to open it
or read it because Publisher is not a standard piece of software on most home computers. But if the
teacher first saves the document to PDF format, and then posts it, anyone with an Internet connection
can view and download the newsletter.

Essentially, sending or posting files in PDF format is a courtesy to your readers, and it
ensures that the document looks the way you intended it to look when the recipient opens it.

The following directions explain how | peisie 2 [X]
to use Virtual PDF Printer to save R
documents in PDF format for sending ;‘,::S = Tmemrane ]
as email attachments or posting to the = @) Neic/i18 18,4525 \istanen | earnbig (2 Del 4500
web. It's as easy as printing a Where: j [] Print to fie
dOCU ment! Comment: E \Wipp://10.64.581. 203 \Forbes Tech Office HP4050 ] Manual duplex
Page range
<.’:’-‘_A_II _ -.::_ = \Vpp://10.64.61. 208 Technology Main Color €912 1
Rule of thumb: If you can print it, you can Ftireing =-£-
save it as a PDF file. This includes Word, O Pages: || £ \ipp://10.64.561, 208 Technology Main Dell 5200 Collate
Excel, PowerPoint, and almost any other Enter page :‘T"
document. sEpatalEi il of
1. Open the document you wish to Print what: \;i _ -
save as a PDF file. i S P —— I
2. Select FILE>PRINT. ) 4 T
3. In the dialog box that appears, .
under the printer name menu, Options. . T [ ok [ cos= |
select VIRTUAL PDF PRINTER.
4. Click OK
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S 1

| SAYEAS

5. In the next dialog box that = |Location to

. Savein: | (B} Deskt .
appears, select the location to e |__ o Q,—‘save the file
o 1 [LEIMy Documents -_ Classroom0 108]
save the flle to’ and type a .J g My Computer = DATA on gandalf
f||e name. Recent ‘JJM‘; Network Places -_\'Fl'eePodcasﬂ-!oshngsltes.pdf
. H ) _Web Inservice Files éﬁHome Faolder
NO TE' IfJ'/OU are gUIng to' r’_-_% |2) Assessment Tinternetpostings.pdf
pO.S‘l‘ the ﬁ/e fO yOUI’ Web.S‘Il'e, . k-t () Desktop Docs 1-12-08 |5 5andy'’s Local Docs
.. asktof I r E
it s best to leave NO SPACES | ey I et
. . ) |2 District Planning Updates |5 Technology
n [/76' ﬁ/e name. 50 a ﬁ/e // :L?:‘ESC Region XI (D) = WEE on gisdweb
| %] Georgetown Project Web 50 WebSite
Ca//ed My NeW Document Bt JHutto ISD Teacher Competency Docs
can be Sa Vé’d as - ) Spreadsheet Activity from Lynette
= L) TCEA 2008 Ses: Motes
!
MyNewDocument or . cﬁfmer g )

My New _Document. ) CHF Flyer 2008 FINAL pdf
File Name - ~
6. Click S No spaces if .
. IC ave. savin g for File pame: ||Js|ng"-f|rtuaIPDF Printer j Save |
web! Save ashype: |FDF File FDF) ~| Cancel

POSTING THE PDF TO YOUR WEBSITE

Now, you simply save your PDF to or copy it to your web template folder. For organization purposes,
it's suggested you make a folder within your web template folder called documents or filecabinet,
etc, in which to store your files. Then, follow these steps:

LINKING TO THE DOCUMENT IN YOUR WEBSITE

Open your website in FrontPage.

Open the page you want to include the document link on.

Type in the name of the file.

Highlight the name you've typed, right-click on it and select hyperlink.

In the Hyperlink dialog box, browse to the document in your web folder, and highlight it.
Click OK. Test your link by going to File > Preview in Browser. Save your page if asked to.
Save and publish your updated page.

NoogrLNOPE

IMPORTANT NOTE:

If you do add PDF files to your website for download, it's a good idea to include instructions for visitors to
your pages, since they’ll have to have Adobe Reader software to view them. See the Filing Cabinet page of
the GISD web site for a sample of this. The wording below might be appropriate to include:

7o download or view these documents, you will need Adobe Reader. Adobe Reader software is available for
free download at http.//www.adobe.com/products/acrobat/readstep2. htmi.
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Shared Borders

You can add a shared border to all pages in your web to create a standard look for your pages or to include the same
information (school name, hyperlink menu) on all the pages in your site. You can use shared borders in conjunction
with themes and navigation bars, discussed next, or simply to display a header, footer, or sidebar with standard
information on all pages in your web site.

To create a shared border for your web site, open it in FrontPage and choose FORMAT>SHARED BORDERS.
Select the All Pages option and then select the borders you wish to apply. You can add borders to the Top, Left,
Right, or Bottom of all pages.

Shared Borders 2| x|
Lpply to;
" Al pages
2 ol o In the Shared Borders dialog box, you can
_____________ | Iop set whether to apply the borders to all pages
I eide e OF the current page. You can also specify
: where you want the borders to appear: Top,
. v Left : e
! Left, Right, Bottom, or any combination.
| 7 [nelude naid
[ Bight
______________ ¥ Bottor

™ Beset borders for cument page to web default

0K I Cancel

EDITING A SHARED BORDER
Once you've added a shared border, you can edit its contents in any page. The changes to the border are reflected
in all pages.

Shared Borders appear with default text comments, which you can remove or change. You are not limited to text in
your Shared Borders... you can add graphics and buttons and banners too.

Keep in mind that Shared Borders are identical on all pages. You can edit a border in any page, but the changes will
be reflected throughout the website

Link Bars (Navigation)

Link bars (called navigation bars in FrontPage 2000) are FrontPage components that display links
based on either the Navigation structure of a web site, or a custom set of links you set up yourself.
Link bars can be used with or without Shared Borders, however, they’'re most useful when combined
with Shared Borders because they will automatically generate navigation links throughout your site
when inserted into a shared border.

LINK BARS BASED ON NAVIGATION STRUCTURE

You can use FrontPage’s Navigation view to set up an organizational structure for your web site and
then automatically generate link bars from that diagram (choose VIEWS>NAVIGATION.) This view
allows you to specify how the pages in your site relate to each other—which one is the home page,
which ones are the main category pages below the home page, etc. You drag and drop your pages
from the folder list onto the navigation screen according to how you want to structure your site. A
dotted line appears as you move a page onto the screen showing you where it wil be placed in the
diagram.
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| Admiriztrati...

Careers at ...

Cormmunity P

The Navigation View allows
you to define the structure

| | District Lea... .
of your site. FrontPage
Frs— Programs &, | USeS this |r_1forr_nat|on to
& 30 create navigation bars later.

Search | || Palicy !
Site Index | | | Cumiculum |
| | Schools g
|| AboutGISD §

Once you’'ve established a Navigation structure in Navigation view, the navigation bar feature will
automatically generate links based on that structure. To create a navigation bar, select
INSERT>NAVIGATION, then chose BAR BASED ON NAVIGATION STRUCTURE. Next choose whether
you want the appearance of the bar to be based on the page’s theme, or pick another look for the
links. Then, pick whether you want the bar to have horizontal or vertical buttons.

In the next screen, you can specify that a navigation bar displayed on each page give links to the
home page, the “parent” page (next page up), “child” pages (pages below), and/or all pages at the
same level. FrontPage will automatically generate the links appropriate to each page.

Link Bar Properties ilil

General | Shyle |

Hyperlinks ko add to page

" Parent level Additional pages:
] " Same level W Home page

" Back and next [ Parent page

= child level .

 clobal level Based on the Navigation structure you

SR EvE established for your site, the Link Bar
" Child pages under Home Properties allow you to specify which links to
display on each page: pages on the same

O rage link bar will appear an level, pages underneath, pages above, and
| Fages link bar wil link ko additional pages. You can also specify whether
[&al Home page you want the navigation bar to be horizontal,
] Tther pages vertical, buttons, or text.

(] 4 I Zancel
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CUSTOM LINK BARS

If you don’t like using Navigation view to organize your site, or if you want to link to pages outside
your site, but have those links appear as buttons in your link bar, you can use a Custom Link Bar

(new in FrontPage 2002.)

To create a custom link bar, choose INSERT>NAVIGATION, then select BAR WITH CUSTOM LINKS.
Choose the style of the bar (based on theme, or another option), horizontal/vertical orientation,

then provide a name for it when the Create New Link Bar dialog box appears.

In the next screen, you can add, remove, or modify links using the buttons provided. You can also

move them up and down in the order that you want them to appear.

When you add a link, you specify the file or email, or web address you want to link to in the following

General | Style |

Choose existing:

IBenDId Site Links

Lirks:

~

catalog. htm
Benald PTA

Link Bar Properties

Create mew .. |

Add link.. . |

Remowve fink.
[Mowe U@ |

Maove down |

2%

Addition
[ Horl
[ Par

Click on the Add,
Remove, or
Modify Links
buttons to
change or update
a custom link
bar. Highlight an
item and choose
move up or move
down to change
the order of links.

QK

screen. You also need to specify the text you want the link to display.

Link, ko:

Existing File or
Weh Page

&
Place in This
Docurnent

E-mail Address

Cancel |

2l x|

Text ko display: IBenDId PTA

Lookin: [ FROSTS =] al =l
_private 4 Specify the text
ol images you want the link
catalog.hitm to display, along
conkact. him _| with the file in
Browsed cusuaftr.hkm
Pages cusuahdr. bt your web folder,
cusucfrm, hm or the web
Recant cusufoaot.htm address or email
Files cusuhead.htm address for
cusuposthim 3 external links.
Address: Ihttp:,l',l'www.benoldpta.org

=
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When you go to navigation view, you can see your custom link bars displayed there, in addition to any
navigation structure you may have created. If you have more than one custom link bar, you can
differentiate between the two by the names of each.

LINK BARS AND THEMES

If you're using a theme, your navigation bars can be generated to have the links displayed in the
button format specified for that theme. The buttons may be too small to display the entire page title,
S0 you may have to edit the titles in Navigation view to make them fit.

testing_page.htm

Navigation Bar Example

I Home | | search | | Site Index | IED Filing Cabin: 10st for Students Teacher's Centdr

This Link Bar was added to a page with themes. The buttons are automatically generated based on
the pages at the same level as this one. Notice that the buttons display the page titles (some of which

are too long to fit on the buttons.) If you use navigation bars, you'll need to keep your page titles
short.

EDITING A LINK BAR

If you need to modify a link bar at any time, you can do so by right-clicking on it and choosing Link
Bar Properties, which will return you to the screens you saw when you first created the link bar. To
remove a link bar, just highlight it and click delete.
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Modifying Themes

The following directions explain how to modify the standard themes that FrontPage uses to customize the look for
your own website.

Almost all elements in a theme can be customized or modified including:

O Background images on pages
O Button images
O Text styles, fonts, and colors (on page banners, buttons, and regular page text)

APPLYING A THEME TO A PAGE OR ALL PAGES

1. With a website open, choose FORMAT>THEME.

2. Choose ALL PAGES to apply the theme to all pages in your site, or SELECTED PAGE to apply it only
to the page you're on.

3. Click on OK.

MODIFYING THE COLORS IN A THEME
1. To modify the colors in a theme, choose FORMAT>THEME, then click on the MODIFY button.

2. Next choose the COLORS button.

3. The COLOR SCHEMES tab allows you to choose a new standard color scheme for the theme. To select
colors individually for different elements in the theme, choose the CUSTOM tab instead.

4. From the ITEM dropdown, you can change
the COlorS Of ColorSchemesI Caolor '#'heel Sample of Theme:

a Body Text z

. Banner

O Hyperlinks lem: Color:

o Background Color (if no [Hyperinks =l [ -] B:
background image is used with |
the theme) o -

A orizontal Mavigation
O Headings Use the Item and Color
a Banner Text Dropdowns to change Button Button
L - s s .
o Navigation Button Text colors. _
Table Borders e
- Bullet 1
Bullet 2
Bullet 3
Harizontal Rule
Quick Hyperlinks
| | _’l_l

Theme color get: & Marmal Colars & Wivid colors 0K I Cancel |
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MODIFYING THE GRAPHICS IN A THEME

5. To modify the graphics in a theme, choose FORMAT>THEME, then click on the MODIFY button.
6. Next choose the GRAPHICS button.
7. From the ITEM dropdown, you can change the graphics used for:

Background Picture
Bullet Lists Icon
Navigation Buttons
Horizontal Rules
Page Banners

O0O0DDO

8. You change the graphic by browsing to the new graphic you have selected.

9. Onthe FONT tab here, you can also change the text that displays across the navigation buttons and page

banners.
T giound Picture
Ficure | Fort | Use the Item dropdown to
choose the graphic you want
to change. B
Backgiound Piciue:
ipﬂsl.cal.tr.gl Hornizortal Havigation )
Browse,
Button | Button
== L= 1 | .
Use the Bullet List
Browse button
to select the Bé':;ﬁre; 5
new image to Bullet 3
use.
Horizonkal Ruls
Quick Hypedinkz
| la | il
& | plermna Hreati 7 Aplive et ok | Conca |

MODIFYING THE TEXT IN A THEME
10. To modify the page text in a theme, choose FORMAT>THEME, then click on the MODIFY button.

11. Next choose the TEXT button.

12. You can then choose the body or heading style you want to change.
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