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To Change the Background Colour

1.
Pull down the Format menu and click on Background.

2.
In the Colours section of the dialog box, click in the box to the right of Background.

3.
Choose a colour and click OK.

To Add a Horizontal Line

1.
Position the cursor where you want the line to be inserted.

2.
Pull down the Insert menu and click on Horizontal Line.

To Insert an Image from a File

1.
Position the cursor where you want the image to be inserted.

2.
Pull down the Insert menu, point to Picture and then click on From File.

3.
Select the image file from the appropriate location and then click OK.

To Insert Clipart

1.
Position the cursor where you want the clipart to be inserted.

2.
Pull down the Insert menu, point to Picture and then click on Clip Art.

3.
Click on the clip art image to be inserted and then click on the first icon in the toolbar that drops down.

To Resize an Image

1.
Click on the image to be resized.

2.
Drag one of the handles in the corner of the image to change its size.

To Insert a Table

1.
Position the cursor where you want the table to be inserted.

2.
Pull down the Table menu, point to Insert and then click on Table.

3.
Select the appropriate number of rows and columns and then click OK.

To Change the Border in a Table

1.
Position the cursor anywhere in the table.

2.
Pull down the Table menu, point to Properties and then click on Table.

3.
Change the border size and/or colour.  If you set the border size to zero, the border will not be visible in the browser.  Click on OK.

To Change Row Heights and Column Widths

1.
Position the mouse over the border of the row or the column.

2.
Drag the mouse to the appropriate location.

To Create an Internal Hyperlink

1.
Highlight the text or click on the image that you will use as the hyperlink.

2.
Pull down the Insert menu and click on Hyperlink.

3.
Delete any text next to URL and then type the file name of the page to which the link is to be made.  Don’t forget to put .htm after the file name.

4.
Click on OK.

To Create an External Hyperlink

1.
Highlight the text or click on the image that you will use as the hyperlink.

2.
Pull down the Insert menu and click on Hyperlink.

3.
Delete any text next to URL and then type the URL (address) of the web page.

4.
Click on OK.

To Remove a Hyperlink

1.
Right click on the hyperlink.

2.
Click on Hyperlink Properties.

3.
Press the Delete key and then click on OK.

To Format Text

1.
Highlight (select) the text to be changed.

2.
Make changes using the formatting toolbar.  Change the font and/or font size, add bold or italics to the text, make the text centred or justified, etc.

To Create a Bulleted or Numbered List

1.
Highlight the lines of text to be changed.

2.
Click on the Bullets button or the Numbering button on the formatting toolbar.

To Reduce the Space between Paragraphs

1.
Instead of pressing Enter at the end of each paragraph. hold down the Shift key while you press Enter.
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