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BY

CHERYL MALSOM

FRONT PAGE is the used to edit your WEB page.
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Starting from your internet page log onto your web site (ex: http://teachers.k12.sd.us/cm007 )
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Click on the EDIT icon on the top toolbar (not the one next to FILE)
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A message will come up.  Answer YES
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You will need to enter your NAME (K12SD1\CM007) and PASSWORD (same password as your Citrix)
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Another window will come up that will

want you to register.  Register later.

Double click on Default.htm.  This is the first page of your WEB.  You can only edit if you are in the NORMAL mode (look at the tabs at the bottom of the page).  To create your web pages it is best to make a table and enter the information into the cells.  This will keep the information from moving around.  To create a table:
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Click on the icon of the chart on the top toolbar. 
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You can make the table as big or small as you like.  However, when you change the size of the cells, all of the cells will change.  So, it is best to make several small tables.

Any of the features you use to edit in WORD can be used in FRONT PAGE.  The only exception will be WORD ART.  You can change the color, size, or font of type by using the toolbar.  You can also change the background color of a cell by:
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Click on the border of a cell so the whole thing lights up
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Click on the little paintbrush beside the A on the toolbar. 
If you want to erase the table so that it won’t show on your web page:
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Click on it
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TABLE
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PROPERTIES
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TABLE
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BORDER SIZE should be zero

You can add graphics to your web page you can either get them from CLIP ART or pictures you have downloaded from the net or you have scanned.  To do that:
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INSERT
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PICTURE

[image: image17.png]



CLIP ART
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Chose your picture 
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INSERT
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Edit your picture

OR
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INSERT
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PICTURE
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FROM FILE
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IMAGES
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Chose your picture
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OK
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Edit your picture.

*you will need to move pictures into your IMAGES folder by:
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MY COMPUTER
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Find where you have your pictures or graphics saved
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Open both your FRONT PAGE and MY COMPUTER
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Click and hold the file you want to transfer
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Drag it into your IMAGES folder in FRONT PAGE

To add a background to your page:
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FORMAT (double click)
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BACKGROUND
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BACKGROUND TAB
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Click on BACKGROUND PICTURE to bring in a picture from your file
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BROWSE
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IMAGES
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Chose a picture from your file or clipart

To see how your page looks click on the PREVIEW TAB (you will not be able to make changes in this mode)

To create a HYPERLINK to another page:
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Highlight the word, phrase, or picture you want to use to indicate a link
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Click on the icon of a world on the toolbar
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A new screen will come up.  Chose the file you want to link to or type in the web site address.
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OK

*Always remember to SAVE (click on the icon of the computer disk on the toolbar)

When you view your page on the web REFRESH to have the latest changes appear.

