Web Site Directions for FrontPage
Opening your website.  Log on to the Internet.  
Find your school library page on the net.  Put it in your favorites.  To edit your page click on the arrow icon, which will turn blue.  Type in your user name and password when prompted.  Or
Open FrontPage from the Programs menu.  Click on File-Open and paste in your web page or   http://edweb.tusd.k12.az.us/  with your district user name (sdooley) or web page name, then type in your user name and password when prompted.  Once you’ve done this once or twice you can open it by going down to the bottom and using Recent Webs.
Two Click Rule           Below the Fold Rule         Save Often
1.  The index page is your home page. Do not change its name.
2.  Start every page with a table.  Browsers, like IE and Mozilla interpret the information on your pages differently unless you have locked down your text and graphics in a table.  I recommend 3 columns and several rows for those of you with a menu on the right or left and 2 columns for those of with your menu at the top.  There should be a navigation menu on every page.  
3. Take the time to create a layout that will be duplicated on every page.  Consistency helps your users.  You can have a very information rich site if it is clear and consistent.  Within the table properties you should leave everything at zero except cell padding which should be 5, if you want the table to be invisible.
4.  New Page – Right click on the white page icon in the upper left hand corner.  Use the pull down under Table and choose Insert Table.  Choose the number of rows and columns you want to have on that page.  Choose file save and rename the page.  Create the basic pages – whatever works for you - Virtual Reference, Databases, Reading Recommendations, (Classroom Links, Subject Area Links), Teacher Tools, Student Tools….. Create, Save, and  name.
5. Highlight the whole table.  Use the pull down Format to select Paragraph.  On the second section choose a 0 setting for Before and After, and 1.5 as the line spacing choice.  You can use Single but sometimes things pile up on each other.
6.  If you want to change the font, or want a border around a cell, highlight the area or text, right click and choose Cell or Table Properties.  At the bottom left, click on Style to locate the menu for Borders, Font, etc.

7.  Clip Art. Use Insert – Picture – Clip Art   to find a picture for your web page.  After inserting a picture, save, and rename your picture file so you’ll recognize it again.  It pays to save pictures into your H:drive My Pictures folder first before you insert. 
8.  Use Edit Undo to remove changes you’ve made, but don’t like.

9.  Linking to Other Pages - Highlight the text or picture you want to use as a link.  Choose the World with the Link icon at the top of the page (or right click to get Hyperlink, or hit Control K).  If you want to link within your own web site, scroll through the menu on the top until you find the page you want and select it.  If you want to link to something on the Internet, surf to the site you want to link to and copy the URL from the top of the page.  Return to FrontPage and delete the http://  that it automatically places in the bar, and paste the URL into the box.

10.  Preview in Browser - Your web page never looks exactly like it appears in FrontPage.  I always Save and then choose Preview in Browser from the File menu to see what the final product really looks like.
11.  To bring in any document intact from outside FrontPage you use File-Import.  Choose Add File, Browse and once it appears on the screen, click OK.  The Word Doc. or PowerPoint, or whatever you uploaded will appear at the end of your list.  Now you can link to it.  This is how you can post your lesson plans on the web so they can be shared on the TUSD wiki.
Optional

12.  Book Marking in a Lengthy Page - If you have a very long page and don’t want your viewers to have to scroll through the page to find needed information, you can set bookmarks and post a menu to move your students to specific locations quickly.  First you identify a word at the beginning of a specific section (a date, or number) highlight it, and on the menu at the top of the page use the Insert pull down to select Bookmark.  Click OK.  At the top of the page type the word that will link to the bookmark.  Highlight the word, right click to select Hyperlink, and at the bottom of the section use Bookmark to find your specified word. Click OK.

If you would like to create your own menu for all your pages.

Click in the column.  From the top menu pull down Insert to Component and choose Hover Button. 

1.  Write in the text you would like it to have on it.  Keep it short.  On the Hyperlink bar, hit browse and choose the page you want it to link to…   If you have a lot of text you may need to increase size of the button.  

2.  Change the color, if you want.  You can create an effect that occurs when someone chooses the button.  Be careful, this does strange things in other browsers.  Look at your web page in IE and Mozilla and possibly Safari.  It’s best not to add transitions or actions, they are unpredictable.
3.  Do this again until you have all the hover buttons for the pages you may want to go to on your site.  Highlight the buttons in the column and copy.  Go to the next page and paste your new buttons into your chosen navigation location.  Eliminate the button for the page you are on. Save.

If you want to use Shared Borders to create a menu for your site… I must admit  I am not an expert and can not guarantee these directions – I hate shared borders and themes, they make other parts of web development more difficult, so I abandoned them.
1. Decide which pages, listed in the left-side column, should be part of a menu on every page.  

2.  Click on the Navigation icon on the left.  Right click on the page in the middle of the screen and rename it 

Teacher.htm. Rename the pages listed in the column, if you don’t like the description. Click and drag 

any page you want on the menu for every page of the website to a spot under the index page.  

3.  Choose Format, pull down, go to Theme.  Click the All Pages radio button. Choose a theme.

4.  Choose Format – Shared Borders.  Click the Apply to All Pages button.  Click Top, Left and Include Navigation Buttons.

5.  Chose Insert – Page Banner. Change the banner text to…..  Click Ok.

6.  Click on the Page icon and then the Index page, right click on the text in the navigation box.  Choose


Navigation Bar Properties.  Select Child Level on the list next to the graphic.  Under Additional Pages


click Parent Page.  At the bottom under Orientation click Vertical and Buttons.  Ok.

7.  To change the content of the pages, click on the folder icon.  Double click on any page to make changes to 

that page.  It’s best to start with the index page because it is the one that will come up first.

