
 
   Microsoft Front Page - Web Page Design    

 

1 

Web Page Creation Using Microsoft Front Page 
 
Preparation 
For this tutorial, we will make a web page about your life.  It will contain a list of highlights (when you were 
born, etc.), information about your home town and a list of favourite web sites.  You can also place your 
favourite quotation on the web page.  It is important that you plan out your web page.  For this activity, 
you will need to complete the planning worksheet.  Refer to this as you work through the tutorial. You will 
also need a digital photograph of yourself with a suggested width of approximately 250 pixels and an 
image of a site in your home town.  Save the digital images in a folder called images as described below. 
 
You should also create a folder on your floppy or hard drive for the web page.  For this tutorial, create a 
folder called biography. You should also create a folder for your images in the biography folder and call it 
images. 
 
There are tutorials on Microsoft Front Page available on the Internet.  Check my web links page for links 
to these sites, (http://publish.uwo.ca/~floyd/weblink.htm) and select Web Page Design. 
 
You do not need to have a “live” connection to the Internet to complete this activity. 
 
Microsoft Front Page 
Microsoft Front Page has two applications you need to use, the Normal tab which allows you to edit your 
web page and the Preview tab which allows you to view the web page as it would appear on the Internet. 
You will need to constantly switch between these two tabs as you develop your site. 
 
Before editing your document, check that you are working with the Normal tab selected.  Occasionally, 
you may forget to switch back from the Preview mode. 
 
Starting a New Page  
Start Microsoft Front Page.  You may see a blank web page or you may see the New page dialogue 
box. 
 
If you get the New Page dialogue box, select File - New  - Page.  Select the General tab and select the 
Normal Page, click OK, and the new blank web page appears.  You will notice the top menu and two 
sets of toolbars, the standard and the formatting toolbars.  You will be familiar with many of the standard 
menu options, File, Edit, View, etc.   
 
The standard toolbar (usually the top one) provides a number of options including new page, open page, 
save page, print, cut, copy, paste, and some that will be unfamiliar to you (you may be able to guess their 
function).  Their use will be explained as you work through the activities. 
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The formatting toolbar contains drop down buttons for paragraph style, font, font size, and regular buttons 
for bold, italic and underline, left, right, and centre alignment, bullet and numbered lists, indent  and font 
colour.  
 
If you let your mouse hover over a button, you will see a description of its function. 
 
Customizing the Web Page  
A web page has “properties”.  Place the pointer in a blank location 
on the screen and click the right mouse button.  You may have to do 
this in several locations until the pop up menu at the right appears 
on your page. 
 
Select Page Properties.  Select the General tab and enter the page 
name in the page Title prompt line.  Select OK to close the dialogue 
box.  You should do this for each new page you create. 
 
For this tutorial, call the page welcome since this is the first page 
that is displayed and therefore welcomes your visitors. Click OK. I 
recommend you do not use upper case letters for page or file 
names. 
 
Saving Your Web Page  
You should create a folder, e.g. biography and 
save all your files in this folder.  (This activity works 
well using a floppy diskette.) 
 
Select File - Save As and the Save As dialogue 
box appears. 
 
The default filename for your main page is usually 
index.htm     However for this tutorial we will use 
welcome.htm .  Select your drive (e.g. floppy drive 
A, drive W, drive C) and your directory/folder (e.g. 
biography) in which you want to save the file and 
click on Save .  Your file is saved.  You may see the 
Replace prompt.  If you do, ensure you don’t have a 
previous web page called welcome.htm  and click on Yes.  
 
From now on, just click on the Save  button to save your file. 
 
When you add new pages, always name the page appropriately, e.g sports, web links, etc.  as described 
above. 
 
Opening an Existing Page  
If you have a previously saved web page you wish to 
open, select File � Open Page  and the Open Page  
dialogue box appears.  It may have a path and 
filename on the prompt line. 
 
Select Choose File, change to the directory that 
contains the .htm file and locate the file.  Select the 
file and click Open.  The file will be opened in 
Microsoft Front Page. 
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Entering Text 
Locate the following buttons: Bold, italic (do not use underline) 
    Centre, left, right alignment 
    Font - change font, size, colour (hint: don’t use blue text) 
 
 
Click on the centre alignment button to centre the cursor. 
 
Select a font size of 24. 
 
Enter: Welcome To My Web Page 
 
Enter: by (Your Name Here) 
 
The text colour will be black.  To change colour, select the text (you have to be very careful in this editor, 
particularly in tables that you don’t highlight other text.) 
 
Click on the Colour options drop down list (letter A on the toolbar) and select your colour.  Click on the 
bold button to boldface the text and click outside the selected area to clear the selection. 
 
Press the enter key to add a blank line. 
 
Photographs 
 
Preparation 
It is important that any photographs should 
be edited and resized so they are of relatively 
small file size (5 - 25 Kb).  Use an editing 
program such as Corel PhotoHouse, Lview 
or Paintshop Pro for this. 
 
To insert an image: 
 
• Select the Insert Picture from File 

button on the toolbar or select Insert 
- Picture - from File  from the menu.  
The following dialogue box appears. 

 
• Locate the folder containing the 

graphic image you want (your 
photograph). Select OK and the 
image is inserted 

 
• Select centre alignment from the toolbar as required by clicking on the centre alignment button. 
 
 
You will find you do not have as much control over placing images and wrapping text as you do in a word 
processor.  You can gain more control using a table.  Press the enter key twice to place two blank lines 
after your photograph. 
 
When you save a page, the photograph is not automatically saved with the page.  A link to the 
photograph is saved and so if you are sending your web page to another computer, you must also send 
the linked photographs. 
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Click on the Save  button (icon of a floppy diskette) to save the updated web page, and preview your page 
by clicking on the Preview tab.  Click on the Normal tab to return to the editing mode. 
 
Horizontal Line  
Select Insert � Horizontal Line  and a horizontal line is placed across your page.  To change the width or 
length of the line or the colour, place the pointer on the line(the pointer changes to an arrow) and click the 
right mouse button.  Select Horizontal Line Properties and make your changes.  To make a line go 
across the full page, select Width =100% of window.  Try selecting a width of 75%. 
 
Background 
You can change the background colour of a 
page, table or cell or customize them with a 
special background effect. 
 
Place the cursor on a blank part of the 
background, right click and select Page 
Properties.   
 
Click on the Background tab.  The following 
dialogue box appears.  Locate the 
Background drop down list in the Colors 
section and select a new background colour.  
Click OK.  I prefer lighter (pastel) colours. 
 
An alternative is to select a background image, 
usually a .jpg or a .gif.  Place a check mark in 
the background image box select Choose 
File, locate your file, click OK and you have a 
new background.  You can find background 
images on the Internet. 
 

Making Links 
There are two kinds of links: links within a web page and external links to other web pages on the 
Internet. 

Within A Page 

We want to click on a word or phrase at the top of a page and be linked to the appropriate text further 
down the page.  The word on which we click is the link and the text we want to have displayed is the 
Bookmark (or Target). 
 
Place your cursor above the horizontal line (press the enter key if necessary to create a blank line) and 
type the following with a font size of 18.  Centre and change font colour if you wish.  This is your index of 
topics. 
 
(To obtain the divider symbol |  that I have used, hold down the shift key and press the back slash key \) 
 

Milestones  | My Home Town | My Favourite Web Links 
 
Move the cursor below the horizontal line, left align the cursor, set your font type, colour and size and 
enter the title Milestones.  On the next line, write a paragraph about major milestones of your life or 
insert several bulleted statements about the milestones.   
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To insert a bullet, click on the bullet button on the toolbar, enter the first statement, press the enter key 
and another bullet appears.  Continue adding statements to the list.  To discontinue bullets, click on the 
bullet button.  Examples of statements may be: 
 
•  I was born in (city) 
•  I have two sisters and a brother 
•  I attended (Name) school 
•  I graduated from ...  in 
  
Skip 2 lines, enter the title My Home Town, and on the next line, write a paragraph about your hometown 
or add a bulleted list.  For example, you could name your town/city, highlight its notable characteristics 
and famous citizens and any other claims to fame.  Also add why you are proud of the town. 
 
Skip 2 lines, enter the title My Favourite Web Links.  Enter: 
 
•  CBC 
•  CNN 
•  (Other favourite web links) 
 
 
 

Setting Bookmarks (Targets) 
Move to your first paragraph or bulleted list and select the sub-heading, 
Milestones  
 
Select Insert - Bookmark.  The selected text is highlighted as the bookmark 
name.  You can change it or accept the one displayed. Click OK and the text 
on the web page will be underlined with a dotted line.  This will not show on 
your web page. 
Repeat for My Home Town and My Favourite Web Links.  You have now 
identified the bookmarks or targets for the link. 

Creating the Links 

Go to the index for the links, i.e. Milestones   |  
My Hometown  | My Favourite Web Links.  
Select Milestones  Click on the Hyperlink button 
on the toolbar or select Insert � Hyperlink.  The 
following dialogue box appears.  Locate the 
Bookmarks drop down  list near the bottom of 
the screen and click on it.  Select the appropriate 
bookmark (Milestones) from the options and 
click OK. The text should change colour and 
become underlined, showing it is a link.   Repeat 
for the other two links.  Save the page, then 
preview it in the browser by clicking on the 
Preview tab on the bottom of the screen. 
 

Return Links 

Once you have read the first topic, you may want to return to your index at the top of the page for another 
topic (you may have six or eight links).  You need to create a “Return to Index” or “Return to the Top of 
the Page” link. 
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Ensure you are in Normal mode and not Preview mode.  Select the title at the top of the page, i.e. 
Welcome To My Web Page  and select Insert � Bookmark .  Ensure the text Welcome To My Web 
Page  appears as a bookmark name and click OK to make it a bookmark. 
 
Place the cursor after the information or bulleted list on “Milestones” .  Centre the cursor and set a font 
size of 14.  Enter: Return to the Top of the Page 
 
Select the text  Return to Top of Page and click on the Link button.  Select Welcome to My Web Page  
from the Bookmarks drop down list and click OK.  The link is now made.  Save and preview the page to 
ensure it loads as you intend. 
 
We should also link from the end of My Home Town and My Favourite Web Links sections back to the 
top of the page.  Rather than repeat the process, (ensure you are in Normal mode), select and copy the 
Return to the Top of the Page  link from the Milestones section and paste at the end of each of the two 
sections. 
 
Click on the Save  button to save the updated web page, and preview your page by clicking on the 
Preview button.  Check that the links work correctly. 
 

External Links 
Locating a site 
You will need two applications running for this activity, Microsoft Front Page and either Netscape 
Communicator or Internet Explorer.  You will switch between the two using the Taskbar at the bottom 
of the screen. 
Using Netscape Navigator or Internet Explorer, connect on line and go to the web page to which you 
want to link on your personal web page, i.e. cbc.ca     The address (URL) should be listed in the Location 
field.  Select it (may appear blue) and copy it to the clipboard (Edit - Copy) or click on the copy button. 
 
 

Making the Link 

Display the Front Page file containing My Favourite 
Web Links with CBC and CNN listed. 
 
 
Highlight the CBC text.  Click on Link on the toolbar 
or select Insert � Hyperlink and the following 
window appears.  Click on the URL prompt line to 
place the cursor, click the right mouse button and 
select Paste, (the address is on the clipboard).  The 
address appears in the URL line.   
 
Ensure this address starts with http:// 
 
Click OK and the link is made.  The address on your 
web page should now be underlined, indicating it is 
a link. 
 
The Save  button on the Toolbar should be active.  Click on the Save button to save your edited file.  The 
Save  button should now be “greyed out” and not active. 
 
Click on the Preview button and your web site appears. 
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The address for the site is now a hypertext link (probably blue and underlined).  Click on it and the site 
should load.   
 
I have found problems with the link if the address in the URL line does not begin with http:// 
 
Adding New Links 
Locate the CNN web site at http://cnn.com.  Repeat the above process and you should have a link to 
this site. 
 
Click on the Save  button.  Click on the Preview button on the Toolbar and your web site appears.  
 
Add more of your favourite links. 
 
Testing your Web Page File 
Save your final version.  Close Microsoft Front Page.  
 
Go to Netscape Navigator or Internet Explorer.  Go to your home page.  Select File - Open Page .  
Browse to the directory with the welcome.htm  file and the following dialogue box appears.  It may have a 
path and filename in the prompt line.  
 
Select Choose File, change to the 
directory that contains the welcome.htm  
file, e.g. Floppy Drive A, and locate the file 
welcome.htm .  Select it and ensure the 
radio button is selecting Navigator. 
 
Click OK and your file should appear. 
 
 

Applying a Theme 
Front page allows you to 
apply a theme to your 
page to give a consistent 
appearance.  To do this, 
display your page and 
select Format - Theme 
and the following 
dialogue box appears.  
Automotive is selected. 
 
Select your theme from 
the list.  You can apply 
the theme to the 
selected page or to all 
pages. 
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Welcome To My Web Page 
by (   your  name    ) 

 
 

 
 
 
 
 
 
 
 

 
Milestones | My Home Town | My Favourite Web Links 

 
 
 

Milestones 
 

• I was born in …. 
•      
• I attended ...... 

 

My Home Town 
 

• My home town is ... 
•    
•        

    

       
Photos/images of your home town go in the frames above 

 

My Favourite Web Links 
 

• CBC 
• CNN 

Place 
your 

photograph 
here 

   


