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Backgrounds

1. Go to your browser and find a site with backgrounds.

2. A good site is www.grsites.com   

3. Select the background and click on it to open it (full size).

4. Right-click on background and choose “Save Background As”

5. Choose an appropriate folder to save backgrounds into.

6. Repeat as necessary to save more backgrounds.

7. Once they are in your folder, you can insert them into your Front Page document.
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Inserting a Background into Front Page

1. Under the “Format” menu choose “Background.”

2. Select the background tab and check the “background picture” box under Formatting.

3. Then click “Browse.”

4. In the lower right hand corner of the next window, click on the icon of the folder with magnifying glass.

5. Locate the folder with the desired background(s).

6. Double-click on the one you want and it will be placed into Front Page as a background.

7. Save!

8. Repeat steps 1-6 to change the background.

How to Insert a Picture or Graphic into FrontPage

1. Move your cursor to the location you want your picture to be inserted in.  (Center, Left, or Right – you can’t move it after it is inserted.)

2. Go to Insert on the FrontPage toolbar

3. Click on Picture on the pulldown menu

4. Select From File or Clip Art

5. Then click on the icon that looks like a folder with a magnifying glass.  This will located in the lower right-hand corner of the dialog box.

6. Find the folder that your picture is located in.

7. Double click on the picture that you want.

8. Your picture should now be on your page.

9. You may now adjust the size and location of your picture by using options on the toolbar.

Aligning Graphics  

1. Insert a table into a page.

2. Go to Insert---Picture—resize and insert picture into a table.

3. To make the table invisible, go to Table---Properties---Table Properties

4. Change the border number to 0 and the border should go away.

Misc. Information

“set transparent color”on the picture toolbar will take the white background away on pictures inserted into tables.  Click on the pencil icon and then on the white/background color area around the picture.
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1.

 

Begin by putting your cursor where you want your table to be

 

2.

 

Make sure you’re on the centering tab on your toolbar

 

3.

 

Go to toolbar at top of page, and click on table icon

 

4.

 

Holding button down, drag to desired size

 

5.

 

Release

 

6.

 

To change propert

ies of the table, go to TABLE 

–

 PROPERTIES 

–

 TABLE 

 

7.

 

This will give you all of the options to change your table as desired

 

8.

 

By using a table, you will be able to insert a picture much more easily

 


How to Hyperlink

1. Highlight graphic or text.

2. Click on the hyperlink icon on the top tool bar.
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3. Select one of the icons in the hyperlink window. 







Additional information at:   www.microsoft.com/frontpage/
Step-by-Step for Using “FrontPage 98”

A. How to create a new FrontPage Web.

1. Click on Start – Programs – Microsoft FrontPage.

2. Click on bullet to Create a New FrontPage Web.

3. Click OK.

4. Click on bullet From Wizard or Template, then click Empty Web. 

5. Next, give your web a title, such as “John’s Web Page”.

6. Click on the Change button, and type in C:\John’s Web Page.

7. Click OK, and then OK again at the bottom of the page.

8. Then it will ask if you want to create a folder. Click Yes.

B. Getting started in “FrontPage 98”.

1. Go to the top of your screen to the Formatting Toolbar, and click on the Show Frontpage Editor button, which is a scroll with the little red feather on it. 

2. Now you are at the screen where you actually start your web page. The format of this page is similar to that of a basic word processor, such as Microsoft Word.

3. Now, let’s title your web page. (Again, such as John’s Web Page, or similar). Click on the Center button on your formatting toolbar and type it in.

4. Next, we will save your web page. Click on File, Save As.

5. In the Save As dialogue box, your “Look In” box should read C:\Your Name.

6. In the URL box, type in default.htm
7. In the Title box, type in Yourname’s Web Page.

8. Click OK. (Note: Once you have your web page saved, the next time you want to open it,

               click on “Open an Existing FrontPage Web”, click on your web page, and click OK).

C. How to enter text.

1. Insert your cursor (blinking vertical line) where you would like to type by  clicking in that spot. Start typing, and you may add formatting to your liking. 

2. You can use the formatting toolbar to change your font size; to bold, italicize, underline, or change the font style.

3. Note: If you want to single-space your text, hit the Shift and Enter keys.

D. How to add background color or image.

1. Click on Format, Background.

2. Here is where you can change your background color, text, and hyperlinks.

3. You may also click on Background Image, Browse, and insert a background image you have previously saved to your folder.

E. How to insert clipart.

1. Click on Insert, Clipart.

2. Click on your desired clipart.

3. Click on Insert.

4. Once inside FrontPage Editor, you can resize your clipart or image by clicking on it once and placing your cursor over one of the corners until you get a double-arrow. Then you can “click-and-drag” to resize the image to make it bigger or smaller.

(Note: You save a picture, image, sound, or video from the Internet by right-clicking the image, video, etc… then go to Save As, locate your folder, give it a Filename, and Save. Sometimes, in the case of a video or sound file, it will come up in RealPlayer or Windows Media Player. You then can click on: File, Save As, etc…Keep in mind that not all videos, etc…are allowed to be saved from the Internet).

F. How to insert an image.  

1. Click on Insert, Image.

2. In the Image Dialogue Box, click on the Select a file on your computer button. It is a yellow folder/magnifying glass button in the lower right corner of the box. 

3. Click Cancel, and find the location of your folder. (My Computer, C:drive, and your folder). You may have an image saved on you’re disk (A:Drive) that you can insert as well. (Be sure to take your disk out when you save - else it will look for your disk and won’t show up).  
4. Click on the image you want to insert, and click OK.

(Note: In order to see what your web page is going to look like on the Internet, you need to click on the Preview tab on the lower left corner of your screen. To make any changes to your web page, you always need to return to Normal view).

G. How to label an image or clipart.

1. Right-click on the image you want labeled.

2. Click on Image Properties.

3. Look for the Alternative Representations box, and where it says text, type in what you want that image to say when you put your cursor over it.

4. Click OK.

5. Check it out in Preview.

H. How to create a new page and save it within your web site.

1. Click on the New button (white sheet on way left side of standard toolbar).

2. Center the new page and give the new page a title, such as Photos.

3. Click on File, Save As, and make sure the URL reads: photos.htm
4. Click OK.

I. How to hyperlink (link together) pages within your web site.

1. Highlight the word you want hyper-linked.

2. Click on the Create or Edit a Hyperlink button on the standard toolbar. It looks like a world with a paperclip on it.

3. In the Create Hyperlink text box, click on the page where you want to link to.

4. Click OK.

5. Go to Preview, and click on the word you hyper-linked and it will take you to that page.


(Note): You can easily navigate between pages by using the turquoise forward and back buttons on the standard toolbar.

J. How to hyperlink an image.

1. Click on the image you want to hyperlink.

2. Click on the Create or Edit a Hyperlink button on the standard toolbar.

3. Click on the page you want to hyperlink and click OK.

4. Go to Preview to check it out.

K. How to get rid of blue box around an image or clipart.

1. Right-click on image or clipart.

2. Click on Page Properties.

3. Click on Appearance tab.

4. Change Border Thickness to “0”.

5. Click OK.

L. How to hyperlink to another web page on the Internet.

1. Highlight the word you want to hyperlink. (For example, weather).

2. Click on the Create or Edit Hyperlink button.

3. In the URL box, type in www.weather.com
4. Click OK.

5. Check it out in Preview by clicking on the hyperlink, and it should bring up the page from the Internet. Click on Normal to get back to where you were.

6. (Note: It’s always a good idea to link your own pages together within your site).

M. How to add a song to your background.

1. Click on File, Page Properties, “General Tab”.

2. Under Background Sound, next to Location, click on Browse.

3. Click on Select a File on your computer button (yellow folder/magnifying glass).

4. Find your folder where you already have your song saved.

5. Click on the song or music you want.

6. Click OK.

7. Once you have the Location stated in your Location box, you can Loop your song for as many times as you want it played, or you can click on Forever.

8. Click on OK.

9. Click on Preview to check it out.

N. How to add a video to your web page.

1. Click on Insert, Active Elements, Video.

2. Click on Select A File button. (Click on Cancel).

3. Find the video in your folder where you already have it saved and click on it.

4. Click OK, OK.

5. Check it out in Preview.

6. Another way to insert video into your web page, with a little more control

over what the video can do, click Insert, Advanced, Plug-in.

7. Click on Browse, find your folder and click on the video you want to insert.

8. Click OK, OK. (You can then resize your plug-in if you wish).

9.   Check it out in Preview, where you can start, stop, and pause the video. Also, if     

      you right-click on the video, you can make the video full screen size.

O. How to add a table.

1. Click on Table (on menu bar).

2. Click on Insert Table.

3. Click on the number of rows and columns desired, as well as border size, etc…

4. Click OK.

P. How to add animation to text or an image.

1. Highlight desired text or click on image that you want to animate.

2. Click on Format, Animation.

3. Choose desired animation.

4. Check it out in Preview.
Q. How to add page transition.

1. Click on Format, Page Transition.

2. In the Page Transitions Dialogue Box, you can choose Event, Duration, and Transition Effect.

3. Click OK.

R. How to add a Hit Counter.

1. Click on Insert, Active Elements, Hit Counter.

2. Choose desired Counter Style.

3. Click on Reset Counter to 0.

4. Click on Fixed Number of Digits (5 or whatever you choose).

5. Click OK.

6. Check it out in Preview. (Doesn’t always work)!

S. How to add a Guestbook.

1. Click on File, New, Guestbook. (Notice: There are many other pages from which to choose from).

2. Click OK.

3. You can now make changes to the default Guestbook by adding or deleting anything you wish.

4. Now save it as you would any other new web page. (File, Save As, OK)
Hyperlink icon





File on computer





New page





Auto default to web site





Email link








�This is where you will type the email address to hyperlink to.





To delete a hyperlink, highlight the graphic or text, click on the hyperlink icon and empty address box.  Click on okay.
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How to Add Tables 


1. Begin by putting your cursor where you want your table to be


2. Make sure you’re on the centering tab on your toolbar


3. Go to toolbar at top of page, and click on table icon


4. Holding button down, drag to desired size


5. Release


6. To change properties of the table, go to TABLE – PROPERTIES – TABLE 


7. This will give you all of the options to change your table as desired


8. By using a table, you will be able to insert a picture much more easily


