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1) A fresh Start  

To create and save a new page: 

1) Open FrontPage 2000. A blank page appears in Page View. 

2) Click the Normal tab at the bottom of the page. 

3) Place the cursor inside the blank page and type a title or a few lines of text. 

4) Click File on the Menu bar, then select Save. The Save As dialog box appears. 

 

5) In the Save As dialog box, click the Change button to change the title of your page. 

The Set Page Title dialog box appears. 

6) Type a new name into the Set Page Title dialog box and click OK. 

 

7) In the Save As dialog box, choose a file name and type it into the File name text 

box. 

 

8) Click the Save button. 



To change the background color of your Web page: 

1) Click Format on the Menu bar and select Background. The Page 
Properties dialog box appears. 

2) Click the Background tab. 

3) Click the Colors Background drop-down box and select a color. 

 
4) Click OK on the Page Properties dialog box. 

 

2) Text  

 

To add text to your Web page: 

1) If you are not in Page View, click the Page button on the Views bar. 

 

2) Click the Normal tab at the bottom of the page. 

 

3) Insert the cursor into the blank page. 

4) Type your text. 

To change your font style: 

1) Select the text. 



2) Click the arrow button next to the Font display. A drop-down list appears with 

various font styles. 

 
3) Click the font style of your choice. 

To change your text color: 

1) Select the text. 

2) Click the arrow button next to the Font Color button. A Color menu appears. 

3) Click the color of your choice from the Standard Color palette. Or, select from a 

larger color palette by clicking More Colors. 

 
To change your font size: 

1) Select the text. 

2) Click the arrow button next to the Font Size display. A drop-down list appears with 

various font sizes. 

 
3) Click the font size of your choice. 

4) If you create a text format you really like, you can copy it and apply it to other 

text. For example, let's say you've created a sub-heading in Arial, 12-pt, bold 

text. You can use Format Painter to consistently apply this format to all your sub-

headings. 

To copy the format of your text: 

1) Select the text with the format you want to copy. 



 

 
2) Click the Format Painter button on the Standard toolbar. The cursor turns into 

a paintbrush.  

3) Use the paintbrush to select another body of text. This "paints" the text with 

the same format as the text you selected in Step 1. 

 
 

3) IMAGES  

 
To add a clip art image to your Web site: 

1) Place the cursor on the page. 

2) Click Insert on the Menu bar and select Picture, then Clip Art. 
The Clip Art Gallery dialog box appears. 

 
3) Click the Pictures tab. A group of picture categories appears. 

4) Click the category of your choice. A group of pictures appears. 



5) Click the picture you want to add. A drop-down list of buttons 

appears. 

6) Click the Insert Clip button. 

 

 

To add alternative text to an image: 

1) Place the pointer on the image and right-click your mouse button. A pop-up 

menu appears. 

2) Click on Picture Properties. The Picture Properties dialog box appears. 

 
3) Click the General tab. 

4) Type the alternative text into the Alternative Representations text box. 

 
5) Click OK in the Picture Properties dialog box. 



 
Here are a few types of digital images you can add to your Web page: 

· a picture from the Internet saved on your hard drive  

· a scanned photo or drawing  

· a picture taken with a digital camera  
· an image from a CD-ROM. 

To add your own image to your Web page: 

1) Place the cursor on the page. 

2) Click the Insert Picture from File button on the Standard toolbar. The Picture 
dialog box appears. 

 

2) Click the Select a file on your computer button. The Select Files dialog box 

appears. 

 

4) Locate the image file on your computer, then select it. The file name appears 

in the File name text box. 

5) Click OK in the Select File dialog box. 

6) Click OK in the Picture dialog box. 

To move an image from one location to another: 

1) Click the image to select it. 

3) Click the Cut button on the Standard toolbar. The image 

disappears. 

 
3) Place the cursor where you want the image to go. Note: You can 
place the image on the same page you cut it from or on a different 

one. 



4) Click the Paste button on the Standard toolbar. The image 

reappears in its new location. 

 

 

How does the text line up with the images on the Web page? There are many 

ways you can position text and image objects in relation to one another. You can 

also wrap text around an image. 

You can: 

· position one object relative to a another  

· position an object in an "absolute" spot (at an exact location)  
· use no positioning. 

To position text and pictures. 

1) Select the image or body of text you want to position. 

2) Click Format on the Menu bar and choose Position. The Position dialog box 

appears. Note: If the Position option isn't available in the Format menu, you will 
need to change your Compatibility settings. Refer to Browser compatibility. 

 
3) Choose a position for the object under Positioning style. 

 
4) Choose how you want text and other page elements to wrap around the 

object. 
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5) Click OK. 

 

4) MORE IMAGES 

 
You can take out the background of an image saved in .GIF format. This is a good 

option when you want to blend an object into your Web page background - but it 

only works with .GIF pictures. 

To give an image a transparent background: 

1) Select the .GIF picture by clicking on it. Note: You cannot make JPEG quality 
pictures into transparent images. 

2) Click the Set Transparent Color button on the Image toolbar. The cursor will 
turn into a pencil icon. 

 
3) Position the pencil icon over the color you want to make transparent 

(invisible). Click the color. The color becomes transparent. 

 
 
You can "interlace" your GIF images to create a special visual effect. With an 

interlaced image, your Web site visitors will see pictures fade into view. The 

image looks blurry at first, and then it comes gradually into focus while the 

download is completed. Without interlacing, the picture slowly fills in line-by-line 

from the top to the bottom. 

To interlace an image: 



1) Place the pointer on the image and right-click your mouse button. A pop-up 
menu appears. 

2) Click on Picture Properties. The Picture Properties dialog box appears. 

 

3) Click the General tab. 

4) Click the Interlaced check box. 

 

5) Click OK in the Picture Properties dialog box  

Animation effects can make a Web page more lively. You can animate text or images 

using Dynamic HTML (DHTML) - which creates a special effect that looks like the 

words or images are bouncing, slipping, or spiraling onto your Web page. Your Web 

site visitors will only see this effect if they are using Internet Explorer 4.0 or later, or 

Netscape 4.0 or later. 

To animate text or images using DHTML: 

1) Select the text or image you want to animate. 

2) Click Format on the Menu bar, then click Dynamic HTML Effects. The DHTML 

Effects toolbar appears. 



 

3) Select Page Load in the On box. This means the object will be animated when your 

Web site visitors load the page onto their computers. 

4) Select Elastic in the Apply box. This means the object will have a special elastic 

effect. 

 

5) Click the X button to close the DHTML Effects toolbar. 

To crop an image: 

1) Select the image by clicking on it. 

2) Click the Crop button on the Image toolbar. A crop box with eight small dots 
appears on top of the image. 

3) Position your cursor over one of the dots. The cursor turns into a two-way 
arrow. 

 

4) Hold down your mouse button and drag the arrow to resize the crop box. 

5) Press the Enter key on your keyboard. 



 

If an image is too large, you can resize it. Resizing an image is different from 

cropping because you will not be cutting off a part of it. 

1) Select the image by clicking on it. Eight small dots appear at the sides and 
corners of the image. 

2) Position your cursor over one of the dots. The cursor turns into a two-way 
arrow. 

 

3) Hold down your mouse button and drag the arrow to change the size of the 

image. 

4) Let go of the mouse button when the image is the size you want it to be. 

 

5) HYPERLINKS 
 

Hyperlinks are like springboards that send you: 

· to another location on the same Web page (great for really long scrolling 

pages!)  

· to a different page in your site  
· to a different Web site. 

To make text into a hyperlink: 

1) Select the text. 

 

2) Click the Hyperlink button on the Standard toolbar. The Create Hyperlink 

dialog box appears. 

 



3) Find and click the file name of the page you want to link to. The file name 

appears in the URL text box. If you are linking to another Web site, type the URL 

(Web address) into the URL text box. 

 

4) Click OK in the Create Hyperlink dialog box. 

 

To make an image into a hyperlink: 

1) Select the picture by clicking on it. 

2) Click the Hyperlink button on the Standard toolbar. The Create 

Hyperlink dialog box appears. 

3) Find and click the file name of the page you want to link to. The 

file name appears in the URL box. 

4) Click OK in the Create Hyperlink dialog box. 

 
You can create hyperlinks by using different parts of a large picture. Each 

separate hyperlink within a drawing is called a "hot spot." For example, imagine 

you are making a Web site for your school and you want to devote one page to 

each grade. You can use a drawing of a school with many rooms - and each room 

can be assigned as a hot spot that links to a page for each grade. 

To add a hot spot link to an image: 

1) Select the image by clicking on it. 

2) Click the Polygon button on the Image toolbar. 

 

3) Move the cursor over the image. The cursor turns into a cutting tool. 



4) Trace a shape onto the image by clicking and dragging your mouse. The 
Create Hyperlink dialog box appears when you complete the shape. 

 

5) Find and click the file name of the page you want to link to. The file name 

appears in the URL box. 

6) Click OK in the Create Hyperlink dialog box. 

You can use a hyperlink to invite your Web site visitors to send you e-mail. When 

your visitors click this special hyperlink, their computer will open an e-mail 

window where they can compose their message to you. 

To create an e-mail hyperlink: 

1) Select the text or image. 

2) Click the Hyperlink button on the Standard toolbar. The Create Hyperlink 
dialog box appears. 

3) Click the Make a Hyperlink that Sends E-mail button. 

 

4) Type your e-mail address into the Type an E-mail Address text box, then click 

OK. 

 

5) Click OK in the Create Hyperlink dialog box. 

6) TABLES 

 
Tables are handy when you need to display information in columns and rows. 

To create a table: 



1) Place the cursor on the page. 

2) Click the Insert Table button on the Standard toolbar. A drop-down grid 
appears. 

3) Move the pointer to select the number of columns and rows you want, then 
click once to accept the setting. The new table appears on the page. 

 
To adjust the width, color, and alignment of your table's borders: 

1) Place the cursor in the table. 

2) Click Table on the Menu bar and select Properties, then Table. The Table 

Properties dialog box appears. 

 

3) Adjust border width by clicking the spin controls on the Border Size box. Note: 

To make the Borders invisible, set the spin control to zero. 

 

4) Adjust border color by clicking Border Color and choosing your color from the 

drop-down color box. 



5) Align table on your Web page by selecting an option from the Alignment drop-
down box. 

6) Click OK on the Table Properties dialog box. 

 
To add text to a table: 

1) Place the cursor into the cell you where you want the text. 

2) Type your text. 

 

TIP: A "cell" is one block in a table. 

To add images to a table: 

1) Place the cursor inside the cell where you want the image. 

2) Click the Insert Picture From File button on the Image toolbar. The Picture 

dialog box appears. 

 

3) Find and click the name of the image file. The file name will appear in the URL 

text box. 

4) Click OK on the Picture dialog box. 

 
You can add additional columns or rows to a table - just in case you need to make 

a last-minute addition. 

To insert additional columns or rows into a table: 

1) Place the cursor in the table in a cell that is next to where you want to insert 
the column or row. 



2) Click Table on the Menu bar and select Insert, then Row or Columns. The 
Insert Rows or Columns dialog box appears. 

 

3) To add a row, click Rows, and then click Above selection or Below selection. To 

add a column, click Column, and then click Left of Selection or Right of Selection. 

 

4) Click the Number of rows / columns spin controls to enter the number of rows 

or columns you want to add. 

5) Click OK on the Insert Rows or Columns dialog box. 

7) PREVIEW 

 
Once you've started a Web site in FrontPage, it's a good idea to see how it looks 

in an Internet browser. 

To preview your Web site in your browser: 

1) Click the Preview in Browser button on the Standard toolbar. Your computer 
opens a browser with your web page in it. 

 



Not everyone uses the same Internet browser. Some people use Microsoft Internet 

Explorer, while others use Netscape Navigator. Some people have the latest versions 

of the browser programs, while others have older versions. 

FrontPage 2000 can add a lot of cool features to a Web page - but they don't work on 

all browsers. Sometimes, Web pages that include certain features will not even appear 

in some browser versions. It's a good idea to decide - right from the start - which 

version of which browser you are developing your Web site for. Once you make your 

decision, FrontPage 2000 will only include features that work with the browser you 

have chosen. 

To choose which browser version to design your Web page for: 

1) Click Tools on the Menu bar and select Page Options. The Page Options dialog box 

appears. 

 

2) Click the Compatibility tab. 

3) Click the Browsers drop-down box and select a browser name. 

 

4) Click the Browser Versions drop-down box and select a version. You can see that 

certain features become disabled when you choose different versions. 

 

5) Click OK on the Page Options dialog box. 



Background Spell Checking keeps the spell checker running in the background at 

all times. When you make a spelling error, FrontPage 2000 places a squiggly red 

line under the misspelled word. You may have seen this same feature in Word. 

To correct a word that is spelled incorrectly: 

1) Right-click on the word that is underlined by the red, squiggly line. A drop-

down box appears, containing correctly spelled words similar to the misspelled 
one. 

 

2) Click on the correct spelling of the word. 

To turn off the Check Spelling as You Type feature: 

1) Click Tools on the Menu bar, and then choose Page Options. 

2) Click the Spelling tab. 

3) Remove the checkmark in the check-box next to Check spelling as you type. 

 

4) Click OK on the Page Options dialog box.  

8) WEB SITE 

 

 


