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SIMPLE FrontPage 2003: Getting Started 
How to create, design and publish a website. 
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SESSION 6  
Revision of functions from previous sessions.     
New Functions: Working with Tables, Line Spacing, Page Transitions, 
Switching between Open Pages, Table Properties, Cell Properties. 

 
 
Step 1.     Have your computer switched On and run the Microsoft FrontPage program. 
 

Step 2.     Close the Task Pane on the right.  
 
Tables are a great function for controlling text positioning on a page.  
 

Step 3.     On the current new normal page insert a Table  
                 that has two columns and two rows.  
 

INSERTING A TABLE 
 

a.  Click on Table from the main menu 
b.  Click on Insert from the next menu 
c.  Click on Table from the next menu 
d.  Enter 2 into the Rows area (Click type) 
e.  Enter 2 into the Columns area (Click type) 
f.   Click on the Ok button 
*   A Table will appear on your page 
 
 

Step 4.     Enter the following text into the first cell of  
                 the second row as shown in the diagram below. 
 

ENTERING TEXT INTO A TABLE 
 

a.  Click in the first cell of the second row to  
      place the cursor  
b.  Type  
c.  Press the Enter key to insert a Paragraph Break Code 
     and move to the next line 
*   The cell height will increase 
 
Step 5.     Decrease the column width of the first column  
                 so it is only as wide as the largest text.  
 

ADJUST COLUMN WIDTH 
 

a.  Position the mouse pointer on the right cell border of 
     the first column 
*   The mouse pointer will switch to a double-headed  
     arrow specifying the resize symbol 
b.  Click-drag the border left to decrease the column 
     width 
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Step 6.      Select the two cells of the first row. (The entire top row that is dived into two columns) 
 

SELECTING MULTIPLE CELLS 
 

a.  Click in the first cell to place the cursor 
b.  Hold the Shift key down  
c.  Press the Right Arrow key to select the second cell 
d.  Release the Shift key 
*   The two cells should be highlighted in black 
 

Step 7.     Apply the Merge Cells function.  
 

MERGE CELLS 
 

*   Have the cells you want to merge selected 
a.  Click on Table from the main menu 
b.  Click on Merge Cells from the next menu 
 
Step 8.      Cancel the selection placed on the Table. (Click in another cell)  
 

Step 9.      Enter the following text ‘WILD LIFE SUPPORT – AUSTRALIA’ in the first cell on the  
                  first row being the merged cell.  (View the diagram on the next page)  
 

Step 10.    Select the text (Click-drag over it) and set the Size to 5 (18) pt, the Font to Arial Black,  
                  the Font Color to Lilac,  apply the Bold, Italics and Center functions.  
 

Step 11.    Keep the text selected and apply the Character Spacing function and set the Spacing to  
                  Expanded by 8 pts.  
 

CHARACTER SPACING 
 

a.  Click on Format from the main menu 
b.  Click on Font from the next menu 
*   The Font window appears 
c.  Click on the Character Spacing tag 
d.  Click on the Spacing scroll bar and click on Expanded 
e.  Click on the By: up scroll bar until it reads 8pt 
f.   Click on the Ok button 
 

Step 12.    Click in the second cell of the second row and notice  
                  that the cursor is placed vertically down the middle of 
                  the cell and not at the top left of the cell. Enter the 
                  following text shown in the diagram on the next page.  
                  Select the text and apply the Center function, then apply  
                  the Increase Size function once. (Click on the Increase Size icon once) 
 

Step 13.    Cancel the selection. (Click anywhere on the page) 
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /PageByPage
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [1417.323 1417.323]
>> setpagedevice




