EFFECTIVE WEB PAGE AUTHORING GUIDELINES

When preparing Web Pages, refer to the following information and to IT@Work, pages 143-145 and 106-107:

A:
Web Design:

1. Design the links between the Home Page and the other Web Pages to ensure all pages are adequately linked and an E-mail link is included. Always check all links using Hyperlinks in the View area.

2. Decide on appropriate filenames for each page so they are relevant to the Page content when used in Links.

3. To ensure consistency, use the Templates/Wizards (see Folio 4/5) which use common information and Navigation Bars for links between pages. 

B. 
Appropriate Conventions:

1. 
Limit the amount of information on each Page since long pages (especially with lots of images) take a long time to load. Instead use links to other Pages that contain the remaining text/images.

2. 
Limit the longest Web Page to no more than 3 screens in length and provide Bookmarks (See Folio 4) to assist locating important terms and links on these pages.

3. 
The main Home Page usually can have various types of links (images, buttons etc) to the other relevant Pages but should also have brief text links separated by a | at the bottom of the Home Page (See Folio 1).

4. 
Do not alter the size of the viewing area of a Web Page – it should be kept constant for view at 640 x 480 pixels (standard 14” monitor). Always check/preview all Pages in the Browser (Internet Explorer etc).

5.
When using tables, set the Width to approx. 600 Pixels which is slightly smaller than the smallest monitor width. Avoid using % values as the table will change size (but not the contents) if the screen is resized.

6. 
Ensure Key Features such as the Company Name/Address/Logo are repeated in a consistent prominent position on each Web Page (in a 0 border multi-column table at the top of the Template page).

7. 
The images should be limited in size to reduce the time required to load the page and to avoid untidy presentation. Only include .jpg, .png or .gif images are they are small in size and reduce download time.

8. 
Include a footer showing your name, the name of the Organisation and date of last modification.

9. 
Include a Navigation Bar (link buttons) in a consistent location (Use a Template/Wizard – see Folio 5).

10. 
Ensure Background Images are relevant to information on the Page, are adequately positioned on the page (small images should be tiled repeatedly) and are not too bright that they cover text or detract from reading the text. The image may need to be dulled in a Painting Program by increasing its brightness.

11. 
Avoid using too many images on a single page – they take too long to load.

12. 
Avoid over-using Video clips, Music clips and Sounds as well as Special Effects (Marquees, Roll Overs etc).

13. 
Use consistent Navigation Bars and Background Colours (use the Templates/Wizards – See Folio 5).

C. 
Appropriate Formats:

1. 
Use Text Fonts consistently for the Headings, Sub Headings and Body Text.

2.  
Use Text Fonts that are readable in all Browsers (eg. Internet Explorer etc).

3. 
Avoid overusing Italics and Underline but apply other Styles consistently and sparingly.

4. 
Use Text Sizes consistently for the Headings (largest), subheadings (smaller) and Body Text (smallest).

5. 
Use Text Alignment (both Vertical and Horizontal) consistently.

6. 
Control the use of colours for Text, Tables, Backgrounds – no more than 4 colours in total and avoid using red and green together or colours of similar shades. Preview the Pages in the Browser to check it’s readability.

D. 
Appropriate Content:

1. 
Include only relevant information.

2.  
Include the organisation’s information – This should be placed in a Template (see Folio 4).

3. 
Include relevant Images, Sounds and/or Movies.

4.
Check all information to ensure it is up-to-date, reputable, accurate and relevant.
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1.
To run Front Page, choose START -> PROGRAMS -> OFFICE -> MICROSOFT FRONT PAGE. If a dialog box appears to confirm using Frontpage as the default editor, click on No. 


In this folio, you will create a basic home page containing formatted text, a picture and an image using HTML commands.

Creating a New Web Site
[image: image75..pict]2. 
A blank page will be shown so click on Empty Web in the New area or choose FILE -> NEW -> PAGE OR WEB and then click on Empty Web.

3. 
In the Web Site window, click on the EMPTY WEB option and then click in the box under OPTIONS: Specify the location of the new web and type in Z:\Year_12\Name\HP\Sport (Name means your Username) and then click on OK.

4.
The folio will be produced as a web (folder) in your network area. 


Note: If linked Web Pages/Images are not stored in one web, the links can be broken & unviewable.

5. 
If the Views/Folder area is not shown, choose VIEW -> VIEWS BAR or VIEW -> FOLDER LIST.

6.
Since the folio is empty, click on New Page ([image: image1.wmf]) in the Toolbar or choose FILE -> NEW -> PAGE OR WEB and click on the Blank Page.

[image: image76..pict]Managing a Web

Page ([image: image2.wmf]) shows the current HTML page in use and an index of the files in the Web.


Folders ([image: image3.wmf]) display the files in a Web as a folder with web pages (index.htm), images & a _private area.


Reports ([image: image4.wmf]) displays a table of the current Web settings such as broken links, information & images. Double click on any item and when ready, choose PAGE from the VIEW menu.


Navigation ([image: image5.wmf]) lists the structure of the folio as a map (as shown to the right).


Hyperlinks ([image: image6.wmf]) displays links between any page selected in the list of HTML pages in the Web.


Tasks ([image: image7.wmf]) lists incomplete links to be completed. 

Entering Information 


As you enter and format information, FrontPage creates the HTML code used by the Internet browsers Do not resize the Page window as it alters the viewable Page size and the way the text wraps on lines.

7. 
Choose VIEW -> VIEWS BAR and click on Page in the Views Bar area and then click on the blank page.

8. 
Choose FILE -> PROPERTIES and change the Title to Home Page and click on OK.

9.
Type in the following but do not attempt to format it (most effective web pages have little text, some images and links). Note: If you use SHIFT ENTER, a line break is inserted without a large gap.


SALLY’S SPORT HOME PAGE


Press ENTER twice


At Sally’s Sports Store, we have the latest range of sports equipment and clothing so don’t waste time, come down and take a look for yourself. 


Press ENTER twice

Our friendly staff will assist you in selecting the most suitable equipment and clothing to appropriately suit your sporting needs. Use the links below to view our extensive range.


Press ENTER twice


E-mail | Equipment Range | Clothing Range
The | is created using SHIFT \
Formatting information
10.
Highlight the bottom line of text:“E-mail | Equipment Range | Clothing Range” & Center it or choose FORMAT -> PARAGRAPH, then choose Center from the Alignment: [image: image8.wmf] area and click on OK.

11.
To center SALLY’S SPORT HOME PAGE, highlight it and click on Center ([image: image9.wmf]) in the Toolbar. 

12.
To bold this heading, ensure it is still highlighted and then click on the Bold (B) icon in the Toolbar. 

13. 
To increase the size of the heading, ensure it is still highlighted and choose FORMAT - > FONT and click on Bold in the Font Style: area and then choose 5 (18 pt) in the Size area and click on OK. The 2 numbers in the Size area are the HTML and Word Processing font size. 

[image: image77..pict][image: image78..pict]14. 
To insert a horizontal line below the heading, click on the blank line below the heading and choose INSERT -> HORIZONTAL LINE. 

15.
Press ENTER to place 1 blank line between this and the text below. 

16.
A black line will appear so double click on it to show the Horizontal Line Properties dialog box.

17.
Ensure the Width is set to 100 % Of Window and the Alignment is set to Center. 
18.
To increase the line thickness, click on the Height: [image: image10.wmf]to set it to 3.

19.
To change the colour, choose a bright green colour from the Color: [image: image11.wmf] and then click on OK.
Inserting an Image – This step could also be used to import a scanned image from your network folder
[image: image79..pict]20.
To insert an image, place the cursor at the front of the text below the line and press ENTER but then place the cursor on the blank line. 

21.
Then choose INSERT -> PICTURE -> FROM FILE or click on the Picture ([image: image12.wmf]) icon in the Toolbar.  

22.
Then click on the Look In: [image: image13.wmf] and choose C:, then double click on Program Files, then on Common Files, then on Microsoft Shared, then on Clipart and then on Cagcat50.

23.
Then click on BD00017_ and click on INSERT.

[image: image80..pict]

This is the difficult way to insert a picture and usually Clipart would be used which provides a preview of the picture. It is also important to remember that the accepted picture file formats are .JPG or .GIF or .PNG. The clipart files are in a Microsoft format called .WMF which can be imported into Frontpage.

24.

As you click on an image, Drawing tools appear at the bottom of the screen.

25.

To decrease the size of the picture, click on it once so dot handles appear and then hold the mouse button down on a corner dot handle and drag it diagonally inwards so the picture is approximately 1/4 of the page width (or a maximum of 5 cm high) and release the mouse button. 

26.
To alter the brightness or contrast, click on the picture and select the Increase/Decrease Brightness or Contrast tools repeatedly until the desired brightness or contrast is achieved.

27.
To allow the picture to sit anywhere on the page (but occupy a blank line so there would be a small gap), click on the picture and then click on the Bring Forward ([image: image14.wmf]) tool in the bottom Picture toolbar. This method should be avoided as it is hard to control the position of the image on the page in the Browser.

28.
Then drag the picture across to the center of the page so it is under the heading but above the main text. You may need to click on a line that is covered by the picture and press ENTER to move it down slightly.

Inserting a Date Stamp

[image: image81..pict]29.
Create a blank line under the last line of text and type in: This page was last edited at the bottom of your Home page. 

30.
Choose INSERT -> DATE AND TIME to insert a timestamp on the page and in the Date and Time dialog box select Date this Page Was Last Edited and leave the Date Format as shown and the Time as None and click on OK.
Spell Checking the Web Page.

31.
Position the cursor at the top of the page and choose TOOLS -> SPELLING. 

[image: image82..pict]32.
If any words shown in the Not In Dictionary box are correct (there are no deliberate mistakes in the Folio), click on IGNORE ALL. If the word shown is wrong, check the spelling and click in the Change To: box and either type in the correct spelling or click on the word in the Suggestions: area and click on CHANGE ALL. 

33.
When the spelling check is complete, click on OK in the dialog box shown. 

Inserting a Footer

34.
Choose FILE -> PAGE SETUP and change the Footer to your name and Folio1 and then click on OK.
Saving the Web Page

35.
To save the Web Page, choose FILE -> SAVE or click on the [image: image15.wmf] in the Toolbar. 

36.
If asked to name the file, click on the File Name: line and type in Index.htm and click on OK. 

37.
If asked to embed the image, click on Change Folder, then double click on IMAGES and click on OK and then click on OK again.


If you need to Open this Web from your disk, choose FILE -> OPEN WEB, click on the Look In: [image: image16.wmf] and click on Users On MGSCFile (Z:), then on your Year Level, then your Name folder, then on the HP directory, then click on Sport and click on OPEN. You may then need to choose VIEW -> FOLDER LIST to see the list of files and then double click on Index.htm to view it.


If you needed to open a Web from the Intranet, choose FILE -> OPEN WEB. Click in the Folder Name: box and type in http://10.69.7.13/ then your username and click on OPEN. eg. http://10.69.7.13/Name

Previewing and Printing the Web Page
38. 
To preview the web page, click on the Preview in Browser ([image: image17.wmf]) in the Toolbar. 

39. 
To print, click on the Microsoft FrontPage at the bottom of the screen & ensure the Home Page is shown (otherwise choose Index.htm from the WINDOW menu) and choose FILE -> PRINT and click on OK.


Produce a Flowchart that summarises the steps required to complete this folio.

UNIT 3 IPM
HOME PAGE AUTHORING FOLIO 2
O-1

1.
To run Front Page, choose START -> PROGRAMS -> OFFICE -> MICROSOFT FRONT PAGE. 

In this folio, you will add links to the original Home Page created in the 1st folio to 2 new Web Pages.

Opening a Saved Web Page - Ensure All Steps In Folio 1 Are Completed Before Starting This Folio
2.
If Folio 1 is not open, choose FILE -> OPEN WEB, click on the Look In: [image: image18.wmf] and click on Users On MGSCFile (Z:), then on your Year Level, then your Name folder, then on HP directory, then click on Sport and click on OPEN. Then choose VIEW -> NAVIGATION to display a map of the files.
3.
If Folio 1 is open, choose VIEW -> NAVIGATION or click on the Navigation in the Views Bar.


If the Views Bar Area is not shown, choose VIEW -> VIEWS BAR.

[image: image83..pict]Creating a New Web Page 
4.
Click on the Home Page (Index.htm) icon in the Navigation window and then click on New Page in the Toolbar or choose FILE -> NEW -> PAGE OR WEB.
5.
If the New Page is not linked to the Home Page, drag the New Page1 icon under Home Page icon so a line linking the 2 web pages appears & release the mouse button.


To delete unwanted files, click on Folders and click on the file & press DELETE & click on Yes to confirm the deletion.
6. 
To rename the New Page1 to Equipment, click on the New Page1 until the typing cursor appears and rename it Equipment and press ENTER.

7.
Press F5 to update the change and then click on this page and choose FILE -> PROPERTIES and check the Title is Equipment and click on OK. By creating pages this way, the Properties are set automatically.

8.
Click on the Home Page icon again and click on New Page again or choose FILE -> NEW -> PAGE so the new page is linked to Index.htm but is next to the Equipment page. 

9. 
To rename the new page to Clothing, click on the New Page2 until the typing cursor appears and rename it Clothing and press ENTER. Press F5 again to update the changes.

10.
Click on Folders in the Views Bar area & check the files Clothing.htm & Equipment.htm exist otherwise click on the new pages and rename them. If a dialog box appears to confirm the change, click on Yes.

Entering Information on the Equipment Page

11.
To enter data, click on Folders in the Views Bar area and double click on Equipment.htm.
12.
Choose FILE -> PAGE SETUP and change all Margins to 20 (2 cm or 0.8”) and click on OK. 

13.
Type in the following text: Note: SHIFT ENTER can be used to insert a line break with small gaps.


SALLY’S EQUIPMENT RANGE


Press ENTER twice


The following table lists a section of our diverse equipment range.


Press ENTER twice


Click HERE to return to Sally’s Home Page
[image: image84..pict]Inserting the Table 

14. 
Position the cursor on the blank line under ... equipment range and hold down the mouse button on the Table ([image: image19.wmf]) tool in the Toolbar and choose TABLE -> INSERT -> TABLE.
15.  
Change the number of Rows to 6, change the number of Columns to 2, change the Border Size (sets the thickness of the outside border) to 0, change the Cell Padding (sets the distance between the table lines and its text) to 1 and change the Cell Spacing (sets the distance between each cell) to 2. 

16.
Ensure the Width is set to 600 Pixels so the table will fit across all monitor widths and click on OK. 

Entering Table Information (The 1st column will show pictures the 2nd column will list text)

17.
Position the cursor in the 1st cell in the 1st row and type in ITEM and press the TAB key to move to the 2nd cell on the 1st row and type in DESCRIPTION
18.
In the 2nd  cell of the 2nd row, type in For AUD$499, you can buy a set of KIPP Slalom skis in lengths between 163 and 228 cm featuring the latest 9000 slick base, 2000 alloy edge and Kevlar structure.
19.
Press the ( arrow until the cursor is in the 2nd cell of the 4th row (leave the 3rd row blank to act as a blank line) and type in For AUD$169, you can buy a pair of Ekko Winter Skates which use the latest 6000 alloy blades and leather boot. For an additional $50 you can choose a model with replaceable blades.
[image: image85..pict]20.
Press the ( arrow until the cursor is in the 2nd cell of the 6th row (leave the 5th row blank to act as a blank line) and type in:


For AUD$289, you can buy a Ferro Graphite oversized head Tennis Racquet with your choice of a T-shirt or 3 high quality balls as well as a cover to protect your racquet.

21.
To ensure the text in each cell is at the top of its cell and justified, right click in each cell containing text and click on CELL PROPERTIES or choose TABLE -> TABLE PROPERTIES -> CELL. Then choose TOP from the Vertical Alignment: [image: image20.wmf] and JUSTIFY from the Horizontal Alignment: [image: image21.wmf] and click on OK. 



If you need to alter the table properties, choose TABLE -> TABLE PROPERTIES -> TABLE.

Inserting an Image
[image: image86..pict][image: image87..pict]22.
To insert an image, click in the 1st cell on the 2nd row and choose INSERT -> PICTURE -> CLIPART 

23.
Click in the Search Text: box and type in SPORT and click on SEARCH. 

24.
Locate a picture about Skiing. Then click on its [image: image22.wmf] and click on INSERT or double click on it to insert it into the table. 
25.
In the 1st cell on the 4th row, insert a picture about Ice Skating.

26.
In the 1st cell on the 6th row, insert a picture about Tennis playing.

27.
To hide the clipart, click on the X in the top right corner of the Clipart window.
28.

To decrease the size of each picture, click on it so dot handles appear and drag a corner dot handle diagonally inwards so the picture is no more than 6 cm high. 

Formatting Information
29. 
Highlight the heading, SALLY’S EQUIPMENT RANGE and click on the Center ([image: image23.wmf]) in the Toolbar.

[image: image88..pict]30.
While it is highlighted, choose FORMAT - > FONT and click on Bold in the Font Style area and then choose 5 (18 pt) in the Size area and click on OK. 

31.
Highlight both phrases in the 1st row of the table (ITEM and DESCRIPTION) and click on the Center ([image: image24.wmf]) icon in the Toolbar to center each phrase in its cell. Then click on B in the Toolbar to Bold each phrase.

32.
To apply a background colour to the Web page, choose FORMAT -> BACKGROUND and click on the Colors: Background [image: image25.wmf] and choose Yellow. Ensure the Text: [image: image26.wmf] is set to Black. Then click on OK. 
33.
To make the clipart background the same colour as the table, click on each clipart and select the Transparency tool ([image: image27.wmf]) from the Drawing toolbar and carefully click on a part of the clipart that has no feature or colour.

34.
To adjust the 1st column width, move the cursor on top of the right column edge so the cursor changes shape and drag it left/right to reduce/increase the width so that the 1st column is approximately 5 cm wide.

35.
Click on each picture in the table and center each one using the Center alignment tool in the Toolbar.

Creating a Link back to the Home Page
36.
Highlight HERE and choose INSERT -> HYPERLINKS. 
[image: image89..pict]37.
In the Insert Hyperlink dialog box, ensure the Look In: is set to Z:\Year_12\Name\HP\Sport and Here appears in the Text to Display: box and click on Index.htm so its name appears in the Address: box.

38.
To alter the link colour, click on STYLE and then click on Format and click on the Font item. Click on the Color: [image: image28.wmf] and select a bright blue and then click on OK. In the Insert Hyperlinks dialog box, click on OK.

Inserting a Footer and Saving the Equipment Page

39.
Choose FILE -> PAGE SETUP and change the Footer to your name and Folio 2 and then click on OK.

40.
To save the Web Page, choose FILE -> SAVE. If asked to embed the images, click on Change Folder, then double click on IMAGES and click on OK and then click on OK again.

Entering Information on the Clothing Page

41.
To enter information on the Clothing Page, choose WINDOW -> CLOTHING or click on the Navigation View or click on the Folders View and then double click on Clothing.

42.
Choose FILE -> PAGE SETUP and change all Margins to 20 (2 cm or 0.8”) and click on OK. 

43.
Type in the following text: SALLY’S CLOTHING RANGE and then press ENTER twice.

44. 
Choose TABLE -> INSERT -> TABLE and create a table with 2 columns and 1 row with Cell Padding of 1, Cell Spacing of 2 and Border Size of 0 and 600 Pixels wide and click on OK.

45. 
Leave the 1st cell blank and in the 2nd cell, type in the following text:

Sally’s Sport Store offers the latest and coolest range of all the top brands of clothing and we cater for all of our customer’s needs.


Press ENTER twice


Come in and see the latest clothing styles from Nike, Adidas, Puma, Asics Gel, Reebok and Balance.

46.
Click below the table (on a blank line) and type in: 


Click HERE to return to Sally’s Home Page
Formatting the Information
47.
Highlight SALLY’S CLOTHING RANGE and click on the Center ([image: image29.wmf]) in the Toolbar.

48.
While the heading is highlighted, choose FORMAT - > FONT and click on Bold in the Font Style area and then choose 5 (18 pt) in the Size and click on OK. 

49.
To apply a background colour to the Web page, choose FORMAT -> BACKGROUND and click on the Colors: Background [image: image30.wmf] and choose Yellow. Ensure the Text: [image: image31.wmf] is set to Black. Then click on OK. 


To specify an image as the background, click in the box in front of Background Image and then click on Browse and locate the desired image and click on OK to return to this dialog box and then click on OK to apply the image. If the image is small, it will be repeated like a tile pattern to fill the page.

Inserting an Image
50.
To insert an image, click in the 1st cell of the table and choose INSERT -> PICTURE -> CLIPART and in the Search Text: box, type in SPORT and click on SEARCH. 

51.
Click on a picture containing any sports person and insert the clipart and then close off the clipart.

52.

To make the picture a Thumbnail-size replica of the original picture, click on it once and then click on the Thumbnail ([image: image32.bmp]) (4th) icon in the Draw toolbar at the bottom of the screen. 

53.
Adjust the width of the column so the picture fits nicely into the column.

Creating a Link back to the Home Page
54.
On the Clothing Page, highlight HERE and then choose INSERT -> HYPERLINKS.

55.
In the Insert Hyperlink dialog box, ensure the Look In: is set to Z:\Year_12\Name\HP\Sport and click on Index.htm (Home Page) at the bottom of the list (the other is a temp file) so it appears in the Address: box and then change the Format Style of the link colour to Blue and when ready, click on OK.

Inserting a Footer and Saving the Clothing Page
56.
Choose FILE -> PAGE SETUP and change the footer to your name and Folio 2 and then click on OK.

57.
To save the Web Page, choose FILE -> SAVE. If asked to embed the images, click on Change Folder, then double click on IMAGES and click on OK and then click on OK again.

[image: image90..pict]Inserting an E-mail link on the Home Page
58.
Choose WINDOW -> Index.htm or click on the Folders View and double click on Index.htm.

59.
To convert the text, E-mail to an E-mail link, highlight it and then choose INSERT -> HYPERLINK or click on [image: image33.wmf] in the Toolbar.

60.
In the Insert Hyperlink dialog box, click on the E-mail Address in the bottom left corner. 

61.
Click in the E-mail Address: box and type in your username followed by @mgsc.vic.edu.au and then click in the Subject: box and type in Sport and click on OK.

Creating a Link to the Equipment and Clothing Pages (Ensure the Index.htm page is opened)
62.
Highlight EQUIPMENT RANGE and choose INSERT -> HYPERLINKS.

63.
In the Insert Hyperlink dialog box, ensure the Look In: is set to Z:\Year_12\Name\HP\Sport and click on Equipment.htm at the bottom of the list (there may be another file with the same name at the top of the list but this is an alias) so its name appears in the ADDRESS: box and click on OK.

64.
Highlight CLOTHING RANGE and choose INSERT -> HYPERLINKS or click on [image: image34.wmf] in the Toolbar.

65.
In the Insert Hyperlink dialog box, ensure the Look In: is set to Z:\Year_12\Name\HP\Sport and click on Clothing.htm so its name appears in the ADDRESS: box and click on OK.

Spell Checking the Web Pages.

66.
Position the cursor at the top of the page and choose TOOLS -> SPELLING. 

67.
If any words shown in the Not In Dictionary box are correct, click on IGNORE ALL. If the word shown is wrong, check the spelling and click in the Change To: box and either type in the correct spelling or click on the word in the Suggestions: area and click on CHANGE ALL.

68.
When the spelling check is complete, click on OK in the dialog box shown.

69.
Transfer to the other pages by holding down the CTRL key and clicking on each link and repeat the Spell check for each page.

Inserting a Footer 
70.
Choose FILE -> PAGE SETUP and change the footer to your name and Folio 2 and then click on OK.

Saving the Index.htm Home Page 

71.
To save the Web Page, choose FILE -> SAVE. If asked to embed the images, click on Change Folder, then double click on IMAGES and click on OK and then click on OK again.

Checking, Previewing and Printing this Web (Set of Web Pages)
72. 
To check the Hyperlinks, view Index.htm and click on the Hyperlinks in the Views Bar area. Press F5 & check Index.htm has 3 links (Clothing, Equipment & E-mail) and the other pages have 1 link to Index.

73.
To preview the web page, click on the Preview in Browser ([image: image35.wmf]) in the Toolbar and test the links at the bottom of the page. The e-mail may not work if the Web was saved to the network and not the Intranet.

74. 
To print, click on the Microsoft FrontPage at the bottom of the screen and display the Home Page (choose Index.htm from the WINDOW menu) and then choose FILE -> PRINT and click on OK.

75.
Transfer to the other pages by CTRL clicking on each link & choose FILE -> PRINT and click on OK.

76.
To view the HTML code of a page, view the page and then click on the HTML title at the bottom of the screen. Microsoft Frontpage automatically converts the text and formats you use into HTML code. 

77.
When ready, click on the Normal title at the bottom of the screen.


Produce a Flowchart that summarises the steps required to complete this folio.
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1. 
To run Front Page, choose START -> PROGRAMS -> OFFICE -> MICROSOFT FRONT PAGE. If a dialog box appears to confirm using Frontpage as the default editor, click on No. 


In this folio, you will create a Web with a Data Entry Form to enter and send information.

[image: image91..pict]Creating a New Web Site
2. 
Choose FILE -> NEW -> PAGE OR WEB and click on Web Site Templates in the New From Template area.

3.
Click on the One Page Web template and then click in the box under Specify the location of the new web and type in Z:\Year_12\Name\HP\BusForm and click on OK. Click on YES if asked to create the new Web.

4. 
Choose VIEW -> NAVIGATION or choose FILE -> PROPERTIES and rename Index.htm to Form.

5.
Choose VIEW -> VIEWS BAR. Press F5 and click on Folders in the Views Bar area and rename Index.htm to Form.htm. If a dialog box is shown to confirm the change, click on Yes.

Entering Information

6. 
Double click on the Form.htm and type in the following text:


INFORMATION FORM



Press ENTER twice


Please complete this Information Form which will be used to plan for the future.


Press ENTER twice


Click HERE to return to the main page.

Formatting Information

7. 
Choose FILE -> PAGE SETUP and change all Margins to 20 (2 cm or 0.8”) and click on OK. 

8.
To apply predefined format styles, highlight INFORMATION FORM and choose Heading 2 from the Style pull down menu ((

) in the Toolbar. 

9.
To center this heading, ensure it is highlighted and click on the Center ([image: image36.wmf]) icon in the Toolbar.

10.
To decrease the size of the last sentence, highlight it and choose Heading 6 from the Style ( in the Toolbar. These styles are predefined with specific formats using the FORMAT -> STYLE command.

Inserting a Drawn Line
11. 
Place the cursor after the phrase INFORMATION FORM & choose INSERT -> HORIZONTAL LINE.

12. 
Double click on the line and change the Height to 3 pixels and the Color to dark blue and click on OK.

Inserting Form Elements

[image: image92..pict]13.
To insert a box for a line of text, place the cursor above the sentence starting “Click HERE to return to  ...” and choose INSERT -> FORM -> TEXTBOX. Although a Form should be created first, by inserting any form field box, a form is automatically created.

14.
If the line contains SUBMIT and RESET buttons, click on each button and press the DELETE key.

15.
Press the ( arrow so the cursor is in front of the box & type in First Name and press the Spacebar once.

[image: image93..pict]16.
Press the ( arrow so the cursor is after the box and press ENTER for space for another Form Element.

17.
To make the box longer, click on the box so dot handles appear and drag a dot handle on the right edge to the right to widen the box (or to the left to shorten the box) and release the mouse button when ready.

18.
Double click on the First Name box and change the Name: to Firstname and click on OK. Once the form is submitted, this information will be sent together with the data entered.

19.
To insert a Text box for the Surname, position the cursor under the First Name box but inside the dotted area and insert another TextBox and press ENTER once.


Alternatively highlight First Name and the box and choose EDIT -> COPY. 


Then place the cursor below this item but inside the dotted box and choose EDIT -> PASTE. 


Then press ENTER once and change the name to Last Name.

20.
If the line contains SUBMIT and RESET buttons, click on each one & press DELETE to erase each one.

21.
Position the cursor in front of this box & type in Last Name. Ensure there is a space in front of the box.
22.
Double click on the LastName box and change the Name: to Lastname and click on OK. 

23.
To insert a box for the Address, position the cursor under the Last Name box in the dotted area and choose INSERT -> FORM -> TEXT AREA and press ENTER once.


If the line contains SUBMIT/ RESET buttons, click on each one & press the DELETE key to erase them.

[image: image94..pict]24.
Press the ( arrow to position the cursor in front of the box, type in Address and press the Spacebar once.

[image: image37.wmf]
[image: image38.wmf]
[image: image95..pict]25.
Click on the Scrolling Text box and drag the bottom right dot handle down and to the right so that it is big enough for approximately 4 lines of text and release the mouse button. 

26.
Double click on Address box and change the Name: to Address and click on OK. 

[image: image39.wmf]
27.
To insert Option Buttons for making choices, position the cursor under the Address box inside the dotted area and type in Age: 0 - 9 and then press the Spacebar once and choose INSERT -> FORM -> OPTION BUTTON.

28.
Press the TAB key once to leave space for the next alternative. Initially, only the first Option Button will have a dot inside but in Preview mode, any can be chosen.

29.
Type in 10 – 19, press the Spacebar once and insert another Option Button and press the TAB key again.

30.
Type in 20 - 29, press the Spacebar once and insert another Option Button and press the TAB key again.

31.
Type in 30 + and press the Spacebar once and insert another Option Button and press ENTER once.

32.
Double click on the Option button for 0 – 9 and change the Value: (not the Group Name) to 0-9 and click on OK. Repeat this for the other Option buttons using the names 10-19, 20-29 and 30+.

[image: image40.wmf]
33.
To insert some Check Boxes selections, position the cursor under the line of Option Buttons inside the dotted area and type in Which Sports do you prefer?  Then press ENTER once and then type in Football and press the Spacebar once.

34.
Choose INSERT -> FORM -> CHECKBOX & press the TAB key once to leave space for the next item.

35.
Type in Soccer and press the Spacebar once and insert another CheckBox and press the TAB key again.

36.
Type in Hockey and press the Spacebar once and insert another CheckBox & press the TAB key again.

37.
Type in Badminton and press the Spacebar once and insert another CheckBox and press ENTER once.

38.
Double click on the Check box for Football and change the Name: to Football and click on OK. Repeat this step for the other Check boxes using the names Soccer, Hockey and Badminton.
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To insert a Drop Down Menu with alternatives, position the cursor under the line of Check Boxes inside the dotted area and type in Please select your preferred level: and then press the Spacebar once and choose INSERT -> FORM -> DROP DOWN BOX.

40.
To insert the alternatives, double click on the small pull down menu symbol and in the Drop Down Box Properties dialog box, click in the Name: box and type in Level. 
41.
Click on ADD to display the Add Choice dialog box and for only this choice, click in the ring in front of Selected.

42.
In the Choice: box, type in Beginner and click on OK to insert this entry.

43.
Click on ADD again and type in Intermediate and ensure Not Selected is chosen and click on OK.

44.
Click on ADD again. Type in Advanced and click on OK.

45.
When ready, click on OK again and the Drop Down box will automatically adjust to the correct size.


If you need to modify any of the alternatives, double click on the Drop Down menu box and click on the option to be altered and then click on MODIFY. After making the changes, click on OK.

46.
To insert the buttons to submit the information or clear all the information, position the cursor under the Drop Down Menu inside the dotted area and type in Submit Info: and then press the Spacebar once and choose INSERT -> FORM -> PUSH BUTTON.

47.
Then press the Spacebar once and then type in or Clear All: and insert another Push Button.

[image: image99..pict]48.
To format the Submit (1st) button, double click on it and in the Push Button Properties dialog box, click in the ring in front of Submit on the Button Type: line and then erase B1 in the Name: box and type in Send. Ensure Submit appears in the Value/Label: box and click on OK. 
[image: image100..pict]49.
To format the Clear (Reset) button, double click on it and in the Push Button Properties dialog box, click in the ring in front of Reset on the Button Type: line and then erase B2 in the Name: box and type in Clear and click on OK. 
50.
To send the results as an email, choose INSERT -> FORM -> FORM PROPERTIES. In the Form Properties dialog box that appears, click on the Email Address: line and type in your Username followed by @mgsc.vic.edu.au and click on OK. 


If a dialog box appears to confirm the E-mail address, click on OK.


Note: When browsing this form, if the data is submitted, an email will be sent to your email address with the names of the form elements (Firstname, Lastname etc) as well as the data entered for each form element.

Inserting a link between Web Pages
[image: image101..pict]51.
To insert a link to the main page, highlight HERE on the last line and choose INSERT -> WEB COMPONENT. In the Insert Web Component dialog box, click on Dynamic Effects in the Component Type area and then click on Hover Button in the Choose An Effect: area and then click on FINISH. A Hover Button is a link that changes colour or shape when you click or move over it. 
[image: image102..pict] 52.
In the Button Text: box, type in HERE and then click on the Link To: line and type in the following (the file does not yet exist and this is why its location must be typed and not just selected). Ensure you type it in as 1 word with no spaces and substitute Name with your name: file:///Z:/Year_12/Name/HP/BusForm/frame.htm 
53.
Select a light blue colour from the Button Color: [image: image41.wmf] and a dark blue colour from the Effect Color: [image: image42.wmf].
54.
If you wish to alter the button effects, click on the Effect: [image: image43.wmf] and choose an option and click on OK.

55.
Click on the Hover button and drag a corner handle inwards so it is just longer than the word HERE.

Creating & Applying A Style: A style should be used for Body Text and a separate style for a Heading
56.
To create a style so it can be applied to text to make it consistently formatted, choose FORMAT -> STYLE. 
57.
In the Style dialog box, click on NEW.

[image: image103..pict][image: image104..pict]58.
Click in the Name (Selector): box and type in BodyText.

[image: image105..pict]59.
Click on the FORMAT button and click on Font.

60.
The Font dialog box will be shown so select the Font: Arial, the Size: 3 (12 pt) and click on OK. 
[image: image106..pict][image: image107..pict]61.
Click on the FORMAT button again and click on Paragraph.

62.
Select the Left Alignment and click on OK. 
63.
Click on OK in the New Style dialog box to finish defining the new style.

64. 
To apply the Style, highlight all of the text inside the dotted box area and click on the Style: ((

) pull down menu in the Toolbar and select .BodyText (at the bottom of the list).

65.
Create another Style called BHead with the following formats  
66.
Select the Font: Times New Roman, Size: 5 (18pt) and make it Bold.

67.
Select the Paragraph alignment Center.

68. 
Highlight the heading and select Bhead from the Style pull down menu.


In Web Authoring programs, Cascading Style Sheets (CSS) are used and can be saved in Templates so all pages created with the template can be formatted consistently.

Inserting a Footer
69.
Choose FILE -> PAGE SETUP, change the Footer: information to your name & Folio 3 & click OK.
Saving, Previewing and Printing this Web Page
70. 
To save the Web Page, choose FILE -> SAVE.

71. 
To preview the web page, click on Preview in Browser in the Toolbar. You can move the mouse over the HERE link to see its effect (but do not test the link) and then try to enter data into the Form. If you test the SUBMIT button, a warning will be displayed that certain extensions may not be installed.

72.
Alternatively, in Frontpage, click on PREVIEW at the bottom of the screen and test the links. When ready click on NORMAL to reshow the Web Page in edit mode.

72. 
To print, click on the Microsoft FrontPage at the bottom of the screen and ensure the Form Page is displayed or choose Form.htm from the WINDOW menu and choose FILE -> PRINT and click on OK.


Produce a Flowchart that summarises the steps required to complete this folio.


NOTE: The main reason why submitting the form does not work properly is because these Web (folios) are created in your network folder and not on the Intranet or Internet where the FrontPage extensions required for email are loaded. If you needed to create a form that can submit results, this Web could be created on the Intranet using the address http://10.69.7.13/ followed by your name. 
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1. 
To run Front Page, choose START -> PROGRAMS -> OFFICE -> MICROSOFT FRONT PAGE. If a dialog box appears to confirm using Frontpage as the default editor, click on No. In this folio, you will create a page with frames and links to other pages using the Web page from the 3rd folio.

Opening a Saved Web Page - Ensure All Steps In Folio 3 Are Completed Before Starting This Folio
2.
If Folio 3 is not open, choose FILE -> OPEN WEB, click on the Look In: [image: image44.wmf] and click on Users On MGSCFile (Z:), then on your Year Level, then your Name folder, then on HP directory, then click on BusForm and click on OPEN. Ensure the Folder List option is selected at the bottom of the screen.
Creating a New Web Page

[image: image108..pict]3.
Choose FILE -> NEW -> PAGE OR WEB. On the right side of the screen, click on Page Templates in the New From Template area. In the Pages Template dialog box, click on Normal Page and click on OK.

Entering Information: 
4. 
Press ENTER twice and then position the cursor on the top blank line. 


If you do not do this properly you will have difficulty trying to enter text below the table (next step). 

5.
Choose TABLE -> INSERT -> TABLE and change the number of Rows to 1, the number of Columns to 2, the Cell Padding to 1, the Cell Spacing to 2 and the Border Size to 0. 

6.
Ensure the Width is set to 100 % of the Page width and the Alignment is set to default and click on OK.

[image: image109..pict]7.
To create a Nested Table (a table inside another table), click in the left column of the table and choose TABLE -> INSERT -> TABLE and change the number of Rows to 3, the number of Columns to 1, the Cell Padding to 1, the Cell Spacing to 1, the Border Size to 0 and the Width to 100 % and click on OK.
8.
Type each of the following lines into a separate row in the 1st column but do not press ENTER after each:


SPORT CONSULTANT Co


12 Abbott St. Ideaville. 3199


ABN: 312-240-690

9.
Click in the 2nd column and insert a clipart related to a Business and resize it to fit the height of the 3 rows.

10.
Position the cursor on the 2nd blank line below the table and type in the following:


Welcome to our new Home Page.

Saving/Using a Template: These are used to produce consistently presented Web pages.
11. 
To save the above information as a Template, choose FILE -> SAVE AS and in the File Name: box, type in Compinfo and click on the Save as Type: [image: image45.wmf] and choose FrontPage Template & click on SAVE. 
[image: image110..pict]12.
In the dialog box shown, erase the phrase in the Title: box and type in CompInfo 

13.
Erase Type your Description here in the Description: box and type in Company Information.

14.
Click in the Save Template In Current Web box & click on OK. If asked to embed images, click on OK.

15.
To use a template, choose FILE -> NEW -> PAGE OR WEB and click on Page Templates in the New From Template area. Then click on CompInfo and then click on OK. 

16.
Choose FILE -> SAVE AS and ensure BusForm in your Network folder is shown. 

17.
Name the file Main.htm and click on SAVE. To embed images, click on Change Folder, double click on IMAGES and click on OK and then click on OK again.

18. 
Choose VIEW -> VIEWS BAR and click on Navigation in the Views Bar area and if the Form page is not shown in the right window, drag the Form.htm page into the area (shown as Home Page) and then drag the Main.htm page into the area (shown as Main Page) onto the Form page so they are linked. 

19.
To rename the page title to Main, click on its name to show a typing cursor and rename it Main.

20. 
Click on Folders in the Views Bar area to see the above information and click on Main.htm. 

21. 
Click on Pages in the Views Bar area to see the page but ensure the blank Main.htm page is shown. If it is not shown, choose it from the WINDOW menu.

Entering Information 

22.
Type in the following information but do not attempt to format it (eg. *).


Click to jump to Company Structure Programs Contact Us


Press ENTER twice


Our company can provide a range of sport-related facilities and programs.


Press ENTER twice


Company Structure:

· Facilities Manager oversees all company operations

· Secretary 


Press ENTER twice


Number of Programs:


Currently we can offer programs in the following sports:


Football, Soccer, Aerobics, Swimming, Tennis, Badminton, Cricket and Rugby.


Press ENTER twice


Who To Contact:


Phone (03) 9594 9277 or Fax (03) 9585 1012 or Click on the Info Form in the frame.

Formatting Information

23. 
To change the font and size of the heading, highlight it and choose FORMAT -> FONT and change the Font to Arial and the Size to 5 (18 pt) and click on OK.

24. 
To insert bullets in front of the information regarding the Company Structure, highlight the phrase Facilities Manager.. down to Secretary and then click on [image: image46.wmf] in the Toolbar or choose FORMAT -> BULLETS AND NUMBERING, click on the Plain Bullets title and click on the 2nd bullet icon shown and click on OK.

25. 
Highlight Company Structure: and click on B in the Toolbar to make it bold.

26.
Bold type each of the following phrases: Number of Programs: and Who To Contact:
Bookmarking Key Phrases


To quickly jump to a particular place in a long web page, Bookmarks are used.

[image: image111..pict][image: image112..pict]27.
Highlight Company Structure: in the 2nd paragraph and choose INSERT -> BOOKMARK and click on OK. 
28.
Repeat this process for Number of Programs: in the 3rd paragraph and Who To Contact: in the 4th paragraph. 
29. 
To create the links to these bookmarks, highlight the phrase Company Structure in the 1st paragraph and choose INSERT -> HYPERLINKS. 

30.
Click on the Bookmarks on the right side of the window & select Company Structure and click on OK. 

31.
Click on OK in the Insert Hyperlink dialog box to insert the Bookmark link. 

32.
Highlight Programs in the 1st paragraph and create a Hyperlink to the bookmark Number of Programs.

33.
Highlight Contact Us in the 1st paragraph and create a Hyperlink to the bookmark Who To Contact.

Inserting an Image
34.
To insert an image, place the cursor on the blank line below the table containing SPORT CONSULTANT Co and choose INSERT -> PICTURE -> CLIPART or click on [image: image47.wmf] in the Toolbar.

35.
Click in the Search Text: box, type in SPORT and click on SEARCH. Click on a picture containing any sports person and insert the clipart and then close off the clipart.

36. 
To center the image on the web page, click on it once and click on the Center ([image: image48.wmf]) icon in the Toolbar.

37.
To convert the image into a link, click on it once to select it and choose INSERT -> HYPERLINKS. 

38.
Click in the ADDRESS: box and type in http://www.sports.com and click on OK. 

39.
To check the link, press CTRL and move the cursor on the image (but don’t click) and the address will be listed at the bottom of the page.

40.
To reduce the size of the image, click on it and drag a corner dot handle so it is 1/4 of the page width.

Saving the Web Page: 

41.
To save the Main web page, choose FILE -> SAVE. 

42.
If asked to embed the images, click on Change Folder, then double click on IMAGES and click on OK and then click on OK again.

Using Frames Pages: Frames display many web pages in a single web page separated by “frames”.

43. 
Choose FILE -> NEW -> PAGE OR WEB & click on Page Templates in the New From Template area. 
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Click on the FRAMES PAGES title and then in the Frames Pages dialog box, click on CONTENTS (one of many Frame setups) and click on OK. The Initial Page will be the Main Page and the New Page will eventually contain links to other pages including the Form page.

45.
Click on Set Initial Page in the right frame and in the Insert Hyperlinks dialog box, click on Main.htm in the file area so file:///Z:/Year_12/Name/HP/BusForm/main.htm appears in the ADDRESS: box and click on OK.

46. 
Then click on New Page in the left frame so a new web page in the left frame will be created for links to the Form page and other pages.

47. 
Click in the left frame and type in LINKS and press ENTER twice and then type in Software and press ENTER, then Info Form and press ENTER and then E-mail and press ENTER.


To alter the frame size, click in the frame and choose FRAMES -> FRAME PROPERTIES, select the width etc and click on OK. 

Formatting Information and Inserting Links in the Left Frame

48.
Highlight LINKS and choose 5 (18 pt) from the Size: [image: image49.wmf] in the Toolbar & click on the B to make it bold.

49.
To create a link to an Internet web site, highlight Software and choose INSERT -> HYPERLINKS.

50.
In the ADDRESS: box, type in http://www.sports.com and click on OK.

51.
To insert a link to the Form from Folio 3, highlight Info Form & choose INSERT -> HYPERLINKS.

52.
Click on Form.htm so file:///Z:/Year_12/Name/HP/BusForm/Form.htm appears in the ADDRESS: box and click on OK.

53. 
To insert an E-mail link, highlight E-mail and choose INSERT -> HYPERLINKS. 

54.
In the Insert Hyperlink dialog box, click on the E-mail Address in the bottom left corner. Then click in the E-mail Address: box and type in your username followed by @mgsc.vic.edu.au and then click in the Subject: box and type in Business and click on OK.

Animating Text – This can also be used to animate images: 

55.
To animate text using DHTML codes (but some old Internet Browsers may not show the effects), highlight Software in the left frame and choose FORMAT -> DYNAMIC HTML EFFECTS.

56.
From the On pull down area, select Mouse Over, then from the Apply pull down area, select Formatting and then from the next pull down menu, select Choose Font. 

57.
In the Font dialog box, select a dark blue from the Color: [image: image50.wmf] and set the Size to 4 (14pt) & click on OK.

[image: image117..pict]
58.
Repeat these steps to apply the same DHTML effects to the phrases Info Form & Email in the left frame.

59.
When ready, click on the top right X in this Toolbar. 


The text should then be surrounded by a light blue border to signify it has an effect. If the effect had to be removed, reshow this Toolbar, click on the animated text/image and click on REMOVE EFFECT. 

Inserting a Footer

60. 
Choose FILE -> PAGE SETUP and change the Footer information to your name and Folio 4 and click on OK. Repeat this step for the other pages (Form and Main in the WINDOW menu) and return to the Frame page (New Page).
Saving the Web Page & Linking the Frame Page to the Home Page
61.
Click on the Link frame (left frame) and choose FRAMES -> SAVE PAGE AS. In the Filename: box, type Link.htm and click on SAVE. 


Click on the Main frame (right frame) and choose FRAMES -> SAVE PAGE.

62.
Choose FILE -> SAVE AS and click in the Filename: box and type in Frame.htm and click on SAVE. The Frame menu is not used as it saves the Frame Page information and not the structure of the Frames.


If a Frame Page is added to another Page, a link must be to the Frame Page to show both Frame pages.

63.
To make the Frame Page appear with the Home Page, click on Navigation in the Views Bar area and drag Frame.htm from the file list to under the Main icon so it is linked.

Checking the Links 

[image: image118..pict]64.
To check links, click on Reports in the Views Bar area. Double click on Unlinked Files or choose Unlinked Files in the floating dialog box. Normally this floating dialog box should show Site Summary which can be selected from the Report [image: image51.wmf].

Since not all of the files were suppose to be linked, most of the files will be listed. In a real web, no files should be shown. 
65.
To return to the Pages, choose VIEW -> PAGES or click on it in the Views Bar area.

66.
To visually check the links, click on Hyperlinks in the Views Bar area and press F5 to refresh the links and note the pages and links shown. If any of the pages are not linked, refer to the folio and check if links are required and then re-establish the links between the required pages.

67.
When ready, choose VIEW -> PAGES or click on it in the Views Bar area.

Previewing and Printing the Web Pages
68. 
To preview the web pages, click on Preview in Browser in the Toolbar and check all of the links.

69. 
To print, transfer to Microsoft FrontPage and in the Navigation Views Bar area, double click on Frame.htm and choose FILE -> PRINT and click on OK. If both files do not print, open and print the Link.htm and Main.htm pages.


Produce a Flowchart that summarises the steps required to complete this folio.
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1. 
To run Front Page, choose START -> PROGRAMS -> OFFICE -> MICROSOFT FRONT PAGE. In this folio, you will create web pages using a Wizard that share a common layout and colour theme.

[image: image119..pict]Creating a New Web
2. 
Choose FILE -> NEW -> PAGE OR WEB and click on Web Site Templates in the New From Template area.

3.
Click on the Corporate Presence template and then click in the box under Specify the location of the new web and type in Z:\Year_12\Name\HP\BusWeb and click on OK. Click on YES if asked to create the new Web.

4.
It may take a while for the Wizard to begin. Ensure the Folder List option is selected at the bottom of the screen.

Using a Wizard to Create a Web

5.
The first of many Corporate Presence Wizard dialog boxes will be displayed so click on NEXT>.
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In the 2nd dialog box, ensure there is a ( in the boxes in front of Search, Feedback Form and Product/Services and click on NEXT>.
[image: image126..pict][image: image127..pict][image: image128..pict]7. 
In the 3rd dialog box, ensure there is a ( in the boxes in front of Mission Statement and Contact Information and click on NEXT>.

[image: image129..pict]8.
In the 4th dialog box, type in 0 for the number of Products & Services Pages and click on NEXT>.

[image: image130..pict][image: image131..pict]9. 
In the 5th dialog box, ensure there is a  in the boxes in front of Full Name, Mailing Address, Telephone Number, Fax Number and E-mail Address and click on NEXT>.
10. 
In the 6th dialog box, click in the ring in front of No, Use Web Page Format for the Form information text and click on NEXT>.
[image: image132..pict][image: image133..pict]11.
In the 7th dialog box, ensure there is a ( for the Page Title and Links To Main Web Pages. 

[image: image134..pict]12.
For the Bottom of the page, ensure there is a ( for the E-mail link and Date last Modified and then click on NEXT>.

13.
In the 8th dialog box click in the ring in front of No (for pages under construction) and click on NEXT>.

14.
In the 9th dialog box, in the Full Name: box, type in MGSC Pty. Ltd.  In the Short Name: box, type in MGSC and in the Address: box, type in P.O. Box 52. Mentone. 3194 and click on NEXT>.

[image: image135..pict][image: image136..pict]15.
In the 10th dialog box, in the Phone: box, type in (03) 9581 5200, in the Fax: box, type in (03) 9585 1012. In the Web Master: and Info: boxes, type in your username followed by @mgsc.vic.edu.au and click on NEXT>.

16.
In the 11th dialog box, click on Choose Web Theme and in the dialog box displayed, click on Artsy in the lists of themes shown and then click on OK and then click on NEXT>. 

17.
In the last dialog box shown, click on FINISH. Be patient as it takes a few minutes to create the web. 

Themes override existing backgrounds but can be added to any Web containing linked web pages by choosing FORMAT -> THEME.
Creating and Checking Links Between Web Pages


When the Web Pages are created, they will borders and links to the other pages and a top section that is shared on all Web Pages so changes to this area must be carefully considered.

18.
A Tasks window will be shown to indicate the pages are created but the links have not been started.

19. 
Click on Navigation in the Views Bar area.
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20.
To create the links to the Home Page, hold the mouse button down on the Feedback page and drag it over Home and then slightly underneath it so a line appears to link Home and Feedback pages & release the mouse button.

21. 
Hold the mouse button on the Search Page and drag it near Home to create a link at the same level as Feedback and release the mouse button.


By creating these links, buttons on each of the Web Pages are now correctly formatted and can be used to transfer between the other linked pages.

Entering Information – Although not in this folio, Styles could be defined and applied for consistency

22.
On all pages choose FILE -> PAGE SETUP and change the Margins to 20 (2 cm or 0.8”).

23. 
Double click on Home in the Navigation window or on Index.htm in the Folder listing. On the left side of the border is a Navigation Bar with 3 button links to the Home, Feedback and Search Web pages.

24. 
At the top of the page directly above and below the Home Page title is a Button that has no function for the Home Page so click on the Home button above the title and press DELETE and then highlight the text in [ ] under the title starting with “Edit the Properties for this Link Bar …” and press DELETE.

25.
Since the Web Pages are created without knowing all of the company details, double click on the Comment section under “Home” starting with “Comment: Write an introductory....”  so the Comment dialog box appears and erase the information shown and type in the following:


Our company is at the forefront of the latest technology in Electronic Games and have been on the market for the last twelve years.

26.
When ready, click on OK for the information to appear on the Home Page.

27. 
Double click on the Comment section below “Our Mission” starting with “Comment: Write one or two short....” and erase the information shown and type in the following:


To provide customers with the high quality Electronic Games to entertain their friends and family.

28.
When ready, click on OK for the information to appear on the Home Page.

29. 
Double click on the Comment section below “Contact Information” starting with “Comment: Tell readers how to ...” and erase the information shown and type in the following:


We have 24 hour online support so please do not hesitate to contact us to discuss your needs.

30.
When ready, click on OK for the information to appear on the Home Page.

Inserting an Image and converting it to a Link Map (Hot Spot) to another site

31.
Position the cursor on a blank line under Home and choose INSERT -> PICTURE -> CLIPART. 

32.
In the Search: box, type in Map and locate a map of the world and then either double click on it or click on the [image: image54.wmf] next to the picture and choose INSERT to insert it. When ready, close off the Clipart.

33.
To align the globe image in the center of the page, click on it and click on Center ([image: image55.wmf]) in the Toolbar.

[image: image139..pict][image: image56.wmf]
34.
Click on the picture again to show the Drawing toolbar at the bottom of the screen.

35.
Select the Rectangle ([image: image57.wmf]) tool and position the cursor at the top left corner of the globe image and hold the mouse button down and drag the mouse to the right edge half way down the globe so that half the globe will be covered and release the mouse button. 

36.
The Insert Hyperlink dialog box should be shown so in the ADDRESS: box, type in http://www.yahoo.com and click on OK.

37. 
Select the Rectangle tool again and create another box that covers the bottom part of the globe and when the Insert Hyperlink dialog box is shown, type in http://www.yahoo.com.au in the ADDRESS: box and click on OK.


Note: Other shapes besides a rectangle can be used as the link maps. These shapes are not shown in the preview and since this web contains a theme, the clipart will be present on all of the web pages in the web.

Inserting a Hit Counter (counts the number of times the Home Page is accessed)

[image: image140..pict][image: image141..pict]38.
Position the cursor on a blank line under the world map and type in Hit Number: and then press the Spacebar once and choose INSERT -> WEB COMPONENT.

39.
Click on Hit Counter in the Component Type area and then click on any hit counter and click on FINISH.

40.
In the Hit Counter Properties box, click in the box in front of Reset Counter to: and type in 0 and then click on OK. 

The message [Hit Counter] will appear and the actual number can only be shown in a Browser (not even the Preview). The Hit Counter will not work in the Browser as certain Frontpage extensions need to be loaded which can only be accessed if the Web if saved on the Intranet and not to your network folder. 
41.
Highlight the text and [Hit Counter] and click on Center ([image: image58.wmf]) in the Toolbar.

Inserting a Footer
42.
Choose FILE -> PAGE SETUP and type in your name and Folio 5 in the Footer: box and click on OK.
[image: image142..pict]Configuring the Links to the other Linked Web Pages

43.
To configure links to the Feedback and Search Pages, double click on the vertical set of buttons in the left border of the Page so the Navigation Bar Properties dialog box appears.

44.
Click in the ring in front of Child Level and then to ensure the Feedback Page and Search Page has links back to the Home Page, click in the box in front of both Home Page and Parent Page and then click on OK. 


Note: By configuring the links on 1 page, all of the Web Pages share the same links so that is why there is a link to the Home Page on the Home Page. The links only work if the pages are linked in the Navigation area correctly. 


Navigation Bars can be added to any Web by choosing INSERT -> NAVIGATION BAR and are placed on all pages.

Saving the Home Page
45.
To save the Page, choose FILE -> SAVE. The Wizard automatically names the file. If asked to embed the images, click on Change Folder, then double click on IMAGES and click on OK & then on OK again.

Transferring to the other Web Pages
46.
To transfer to the Feedback Page, hold down the CTRL key and click on the Feedback link in the left border of the Home Page or choose this file from the WINDOW menu.

Entering information on the Feedback Page
47. 
Double click on the Comment section above “Comments” starting with “Comment: The results of this form ...”  so the Comment dialog box appears and change the information shown to the following:


We would be pleased to receive any comments on how to enhance our web pages to assist our customers in contacting us and reading our information.

48.
When ready, click on OK for the information to appear on the Feedback Page.

Inserting a Footer
49.
Choose FILE -> PAGE SETUP and type in your name and Folio 5 in the Footer: box and click on OK.
Saving the Web Page
50.
To save the Feedback Page, choose FILE -> SAVE. Note the Wizard has automatically named the file.

Transferring to the other Web Pages
51.
To transfer to the Search Page, CTRL click on the Home link and CTRL click on the Search link or choose this file from the WINDOW menu or double click on it in the Views Bar Folder area.

Entering information on the Search Page
[image: image143..pict]52.
To make some text scroll across the screen in a ticker tape, highlight all of the text from “You may search our site for matching words or patterns” and choose INSERT -> WEB COMPONENT. 

53.
Click on Dynamic Effects: in the Component Type: area and then click on Marquee in the Choose An Effect: box and then click on FINISH
54.
Ensure the Text: box contains the text (if not, type it in) and then to shorten the delay time to reshow the text by clicking on the Delay: [image: image59.wmf] to show 5.

55.
Ensure the Direction is set to Left, the Behaviour is set to Scroll & the Repeat is set to Continuously and click on OK.

Inserting a Footer
56.
Choose FILE -> PAGE SETUP and type in your name and Folio 5 in the Footer: box and click on OK.
Spell Checking the Web Pages.

57.
Position the cursor at the top of the page and choose TOOLS -> SPELLING. 

58.
If any words shown in the Not In Dictionary box are correct, click on IGNORE ALL. If the word shown is wrong, check the spelling and click in the Change To: box and either type in the correct spelling or click on the word in the Suggestions: area and click on CHANGE ALL. 

59.
When the spelling check is complete, click on OK in the dialog box shown.

60.
Transfer to the other pages and repeat the Spell check for each page.

Saving the Web Pages
61.
To save the Feedback Page, choose FILE -> SAVE. Note the Wizard has automatically named the file.

Previewing and Printing the Web Pages
62.
Use the Reports section to check the status of Broken Hyperlinks or click on Hyperlinks in the Views Bar area and press F5 to refresh the links and check the pages and the links shown. 

63.
When ready, choose VIEW -> PAGES or FOLDERS or click on either in the Views Bar area.

64.
When ready, double click on the Home Page.

65. 
To preview the web page, click on Preview in Browser in the Toolbar and test the links between the web pages. Test out the other links but do not attempt to send e-mail. 


Note the Hit Counter may not work in the browser since special Server Extension files must be loaded.

66. 
To print, transfer to Microsoft FrontPage and in the Navigation Views Bar area, double click on one page and then choose FILE -> PRINT and click on OK. 

67.
Transfer to the other pages and print each page.


Produce a Flowchart that summarises the steps required to complete this folio.
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Although Frontpage provides many image manipulation tools, it cannot alter the resolution and file compression of an image. To alter the properties of an image, Photodraw will be used.

1.
Choose START -> PROGRAMS -> OFFICE -> MICROSOFT PHOTODRAW.

Opening a File

2.
In the dialog box to select the type of document, click on Cancel.

3. 
Choose FILE -> OPEN. 

4.
Click on the Look In: and double click on Users on MGSCFile (Z:), then double click on Shared Files, then on MWARDEN and then on the ITImages folder. Click on any image and then click on OPEN.

Resizing an Image

[image: image144..pict]5.
To resize an image the Scale or Resize tool is used so choose ARRANGE -> RESIZE or click on the Crop/Size ([image: image60.wmf]) tool just under the menu bar and click on Resize ([image: image61.wmf]). 

6.
On the right side of the screen, ensure in the top part of the Resize Picture Palette, Resize Picture is selected and then click in the Width: box and change the number to 12.0 and press the TAB key. Since there is a ( in the Maintain Proportions box, the value in the Height: box will automatically adjust to ensure the picture remains the same shape. Note the picture enlarges.

 
Note: If a painted image is resized, the total number of dots stays constant. So if a large picture is reduced the dots are made smaller and closer together making the image look clearer. If a small picture is made larger, the dots will be further apart and larger making the image look blocky (pixilated).


However if a drawn object is resized the total number of dots (pixels) will also increase to compensate for the new size so a larger object will have more pixels and a smaller object will have fewer pixels and the clarity of the object will not change.


In some programs the Resolution (that can also alter the size) can be altered from 300 DPI <-> 75 DPI.

Altering the Brightness/Contrast and Hue/Saturation
7.
To alter the contrast and brightness of the picture, click on the Touchup ([image: image62.wmf]) tool just under the menu bar and click on Brightness and Contrast or choose FORMAT -> TOUCHUP -> BRIGHTNESS AND CONTRAST. 

8.
To alter the Contrast (compares foreground to background) and Brightness (lightness of picture), drag the sliders in the Colour palette on the right side of the screen so the Brightness is set to 10 and the Contrast is set to 5.

9.
To alter the Hue and Saturation (colour amount), choose FORMAT -> COLOR -> HUE AND SATURATION and in the Colour palette on the right side of the screen, drag the Hue: slider to 5 and the Saturation: slider to 10 and leave the Brightness: value untouched as it was altered previously. 

Saving the Image

10. 
To save the image to your network folder, choose FILE -> SAVE AS and click on the Save In: [image: image63.wmf] and click on Users on MGSCFile (Z:) and then on Year_12 and then on your name and then on HP. Ensure the Save as Type: [image: image64.wmf] is set to PhotoDraw 2000 2.0 and then click in the File Name: box and name the file World.mix and click on SAVE. This will enable the original file to be altered if necessary.

11.
Most scanned images use the TIF format so choose FILE -> SAVE AS and ensure Save In: is set to the HP folder in your network folder. Click on the Save As Type: [image: image65.wmf] and select Tag Image File Format (TIF) and click in the File Name: box and name the file World.tif and click on SAVE. If a dialog box appears to flatten the file, click on YES. If the TIF format is not used, the following steps will not work.

12.
Then to save the file in a format that is suitable for the Internet, choose FILE -> SAVE FOR USE IN. 


In the first Save For Use In Wizard dialog box ensure there is a dot in the ring in front of On the Web and click on NEXT>.

13.
In the second Save for Use In dialog box, ensure there is a dot in the ring in front of As a Picture and click on NEXT>.

14.
In the third Save For Use In dialog box, click on the Connection Speed: [image: image66.wmf] and select 14.4 k modem and note the file size and download speeds for each GIF or JPG quality option in the window on the right side of this dialog box. If the file is not previously in a TIF format, this option is not shown.

15.
Note the File Size & Download Speeds for other formats shown in the Connection Speed. Then select the 28.8 k modem setting and then click on JPEG (Medium Quality) in the right side and click on NEXT> 

16.
In the fourth Save For Use In dialog box, note the level of Compression and that the image cannot possess any Transparency and then click on SAVE.

17.
In the Save As dialog box, ensure the file location is set to the HP folder in your network folder and click in the File Name: box and type in World2.jpg and click on SAVE. If a message about flattening the file appears, click on YES.

Inserting Images Into Microsoft Frontpage

18.
Choose FILE -> EXIT and then run Microsoft Frontpage and create an Empty Web called ImageWeb to your network folder. Then create a blank page and type in the heading Images and press ENTER twice and then format this to a Heading 2 Style.

19.
Position the cursor on a blank line below the heading and choose INSERT -> PICTURE -> FROM FILE or click on the Picture ([image: image67.wmf]) icon in the Toolbar and locate the image, World2.jpg in the HP folder in your network folder and then click on OK. Then center this image on the line.

20.
Choose FILE -> PROPERTIES and change the title to Images and click on OK.

Inserting a Footer
21.
Choose FILE -> PAGE SETUP, change the Footer: information to your name & Folio 6 & click OK.
Saving, Previewing and Printing this Web Page
22. 
To save the Web Page, choose FILE -> SAVE. Ensure it will be saved to the HP folder in your network folder using the File Name ImagePg.htm and click on OK. If asked to embed the image, click on OK.

23. 
To preview the web page, click on Preview in Browser in the Toolbar.

24. 
To print, click on the Microsoft FrontPage at the bottom of the screen and ensure the Image Page is displayed and choose FILE -> PRINT & click on OK. Compare the preview in Explorer to the printout.
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Although Frontpage provides many image manipulation tools, it cannot create WordArt or apply special painting effects to images. To alter the properties of an image, Photodraw will be used.

1.
Choose START -> PROGRAMS -> OFFICE -> MICROSOFT PHOTODRAW.

Opening a File

2.
In the dialog box to select the type of document, click on Cancel.

3. 
Choose FILE -> OPEN. 

4.
Click on the Look In: and click on C: and then double click on Program Files, then on Common Files and then double click on Microsoft Shared, then on Clipart and then double click on CagCat50 and then click on BD04897 and then click on OPEN.


This picture should contain two dice and some bars of gold.

Cropping an Image

5.
To cut out a certain part of an image (using a specific predefined shape), the Cropping tool is used so choose TOOLS -> CUT OUT or click on the Crop/Size ([image: image68.wmf]) tool just under the menu bar and click on Cut Out. 


The difference between Cut Out and Crop By Shape is Cut Out also allows a new file to be created with the cut out shape leaving the original file untouched.

6.
On the right side of the screen, ensure in the top part of the Cut Out Palette, By Shape is selected and then scroll down and click on the Apple. Ensure there is a ( next to Put in New Picture. The image will dim so the Apple cut out shape can be used to reveal a part of the dimmed image – it acts like a window to show the image through it.

7.
Move the cursor to the top left edge of the die on the right side of gold bars and hold down the mouse button and drag it to the bottom right edge of the die so it is totally revealed and release the mouse button. If not all of the die is shown, drag the dot handles that are shown on the outer perimeter of the apple cut out shape so all of the die is revealed.

8.
When you have successfully covered the die, click on FINISH in the small Toolbox and the area enclosed by the apple will be transferred to a new file.

Altering the Brightness/Contrast and Hue/Saturation
9.
To alter the contrast and brightness of the picture, click on the Touchup ([image: image69.wmf]) tool just under the menu bar and click on Brightness and Contrast or choose FORMAT -> TOUCHUP -> BRIGHTNESS AND CONTRAST. 

10.
To alter the Contrast (compares foreground to background) and Brightness (lightness of picture), drag the sliders in the Colour palette on the right side of the screen so the Brightness is set to -20 and the Contrast is set to 17.

11.
To alter the Hue and Saturation (colour amount), choose FORMAT -> COLOR -> HUE AND SATURATION and in the Colour palette on the right side of the screen, drag the Hue: slider to –44 and the Saturation: slider to 54. 

Other Special Effects
12. 
To apply other effects, click on the Effects ([image: image70.wmf]) tool just under the menu bar and click on Designer Effects or choose EFFECTS -> DESIGNER EFFECTS.

13.
Then select any of the effects shown on the Designer Effects palette on the right side of the screen. Note: Only one of these can be applied to an image. To adjust the settings of the applied special effect, click on Settings at the top of the palette and drag any of the sliders to observe the change to the effect.

14.
Click on Effects at the top of the palette when ready.


If you want to remove the Special Effect, click on No Effect. 


If you need to flip the image, choose ARRANGE -> FLIP and select the desired Flip type. If you need to rotate the image, choose ARRANGE -> ROTATE and select the desired Rotation type.

Saving the Image

15. 
To save the new image, choose FILE -> SAVE and click on the Save As Type: [image: image71.wmf] and choose JPEG Filter and then click in the File Name: box and type in Die.jpg. Click on the Save In: [image: image72.wmf] and locate your folder on the Network and when ready, click on SAVE.

16.
If a dialog box appears to warn that the image will be flattened, click on YES.

17.
If you need to edit this file, also choose FILE -> SAVE AS and name the file Die1 but ensure the File type is set to Microsoft Photodraw and click on SAVE.

Making WordArt

18.
To create Wordart headings for use in Frontpage, choose FILE -> NEW and in the New dialog box, click on Business Card and click on OK.

19.
Click on the Text tool icon ([image: image73.wmf]) in the Toolbar under the menu bar and click on Insert Text.
20.
In the Text properties box on the right side of the screen, erase “Your Text Here” and type in a heading. eg. My Home Page.
21.
The font is set to Times New Roman so select a fancy font and the text will update to show the new font.


You can also alter the Size: and/or Style: from their pull down menus.

22.
To make this text bend, click on the Text tool icon in the Toolbar and click on Bend Text. In the Text properties box on the right side of the screen, select the desired curve shape or X for no curve.


To control the amount of bend, drag the Amount: slider slightly in the Text properties box.

23. 
To colour this text, click on the Text tool icon in the Toolbar and select the 3-D Text tool. In the Text properties box on the right side of the screen showing Designer 3-D, click on a nice blue colour and note the text change appearance.

24.
If you want to alter the colour of the text, click on Fill in the Text properties box and then next to the colour swatch showing yellow, red, green, blue etc, click on the down arrow at the end of the row and click on Active Palette and click on a suitable colour.
25.
To rotate the text, click on Rotate and Tilt in the Text properties area and click on the front facing shape (not angled) on the top row. 

26. 
Save the WordArt image as a .jpg and a Photodraw file (so it can be altered) and then insert both images into a Frontpage page by choosing INSERT -> PICTURE -> FROM FILE box. In the Select File dialog box, click on the [image: image74.png]


 at the end of ADDRESS: box and locate the image files in your network folder. Then print the page and create a flowchart for the folio.  
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1.
To run Front Page, choose START -> PROGRAMS -> OFFICE -> MICROSOFT FRONT PAGE. 

To complete the test, follow each instruction listed below carefully and carry out the steps in the listed order.

2.
Create a ONE PAGE WEB and save the file to Z:\Year_12\HP\Name\Test.htm
3.
Click on New Page and then double click on the Home Page created to show the Editor.

4.
Enter the following text:
INTERNET USE

This information was compiled by 

The following data about the use of the Internet by people of different ages was collected in June this year by surveying 10,000 people:

The following conclusions can be drawn from the above information:

*
The primary students are not hesitant to use new technology.

*
The secondary students do not show the same interest as primary students.

*
Adults have yet to be shown worthwhile justification for using the internet.

e-mail by clicking here
5.
Ensure each paragraph will be separated by a blank line.

6.
Type in your name and form after the phrase This information was compiled by 
7.
Format the phrase INTERNET USE as a Heading 2 heading and center it across the page.

8.
Position the cursor in the line below the phrase “June this year by surveying 10,000 people”: and insert a 5 row by 2 column table with a border (size 2) and then enter the following information

Age Group
Percentage

Primary School students
30%

Secondary School students
26%

Tertiary students
43%

Adults
18%

9.
Ensure there is a blank line above and below the table and the surrounding paragraphs of text.

10.
Apply bullets to the 3 points concerning the conclusions reached about the use of the Internet.

11.
Apply the Italics or emphasis format to the last paragraph, e-mail by clicking here.
12.
Insert any image or clipart above the paragraph, e-mail by clicking here and center it.
13.
Insert a drawn line (size 2) across the page under the picture but above the phrase, e-mail by clicking here.
14.
Convert the phrase e-mail by clicking here. to an e-mail link to the site, mailto:mgsc@mgsc.vic.edu.au 

15. 
Insert a Header and type in Information Technology Test and a Footer with your name and form.

16.
Save the home page.

17.
Preview the home page before printing. When ready, print the Web Page.
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