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Class Objectives

After completing this shortcourse, you should be able to:

· Create forms

· Send your forms results to an e-mail address

· Send your forms results to a file

· Create a customized theme

· Create a rollover image

· Create transitions between pages

Creating a Form

Forms can be used for many different things.  You might want to create some sort of survey for people viewing your Web site to complete.  You might want a feedback page on your Web site that people can complete without having to have an e-mail client configured on their computer.  There are a number of different reasons you might want a form on your Web site, but the process to create one is very similar for all forms.

There are several steps in creating the form.  First, you will need to add the form itself to your page.  Then, you will be able to add the form objects, such as radio buttons, drop-down menus, text boxes, etc., to the form.  You must then set the properties of the form objects to be able to keep track of people’s answers as they complete the form on your Web site.  When you have added everything to your form, then set the properties for each object. You then have to decide where you would like your form results to be published.  The steps for all of these things are listed in numeric order below.

To create a simple form:

1. Go to the Insert menu and choose Form.

2. Choose Form again.  This will put a blank form at the top of your page.

3. Put your cursor right before the Submit button, and hit the Enter key a few times.

4. Type “First Name”.

5. Now we can start entering your form fields.  Go to the Insert menu, and choose Form then One Line Text Box.

6. Double-click on the text box.

7. In the name box, type “fname”.

8. Click OK.

9. Space over, and type “Last Name”.

10. Go to the Insert menu, and choose Form then One Line Text Box.

11. Double-click on the text box.

12. In the name box, type “lname”.

13. Click OK.

14. Hit Enter, and type “Computer Experience”.

15. Go to the Insert menu, and choose Form then Radio Button.

16. Type “Beginner”.

17. Double-click on the radio button.

18. In the Group name box, type “compexp”.

19. In the Value box, type “beginner”.

20. Click OK.

21. Hit the Enter key.

22. Go to the Insert menu, and choose Form then Radio Button.

23. Type “Some Experience”.

24. Double-click on the radio button.

25. In the Group name box, type “compexp”.

26. In the Value box, type “someExp”.

27. Click OK.

28. Hit the Enter key.

29. Go to the Insert menu, and choose Form then Radio Button.

30. Type “Pretty Experienced”.

31. Double-click on the radio button.

32. In the Group name box, type “compexp”.

33. In the Value box, type “prettyExp”.

34. Click OK.

35. Hit the Enter key.

36. Go to the Insert menu, and choose Form then Radio Button.

37. Type “Serious Computer User”.

38. Double-click on the radio button.

39. In the Group name box, type “compexp”.

40. In the Value box, type “seriousExp”.

41. Click OK.

42. Hit the Enter key.

43. Type “I use the Internet: (Check all that apply)”

44. Go to the Insert menu, and choose Form then Check Box.

45. Type “At work”.

46. Double-click on the radio button.

47. In the Name box, type “work”.

48. Make sure the Value box says “ON”.

49. Click OK.

50. Hit the Enter key.

51. Go to the Insert menu, and choose Form then Check Box.

52. Type “At home”.

53. Double-click on the radio button.

54. In the Name box, type “home”.

55. Make sure the Value box says “ON”.

56. Click OK.

57. Hit the Enter key.

58. Go to the Insert menu, and choose Form then Check Box.

59. Type “At school”.

60. Double-click on the radio button.

61. In the Name box, type “school”.

62. Make sure the Value box says “ON”.

63. Click OK.

64. Hit the Enter key.

65. Go to the Insert menu, and choose Form then Check Box.

66. Type “At the library”.

67. Double-click on the radio button.

68. In the Name box, type “library”.

69. Make sure the Value box says “ON”.

70. Click OK.

71. Hit the Enter key.

72. Go to the Insert menu, and choose Form then Check Box.

73. Type “other”.

74. Double-click on the radio button.

75. In the Name box, type “other”.

76. Make sure the Value box says “ON”.

77. Click OK.

78. Hit the Enter key.

79. Go to the Insert menu, and choose Form then Drop-Down Menu.

80. Type “Which class are you in?”

81. Double-click on the menu to add the options for drop-down.

82. In the Name box, type “class”.

83. Click the Add button.

84. In the Choice box, type “Beginning FrontPage”.

85. Choose “Selected”.

86. Click OK.

87. Click the Add button.

88. In the Choice box, type “Advanced FrontPage”.

89. Choose “Not Selected”.

90. Click OK.

91. Click the Add button.

92. In the Choice box, type “Beginning Flash”.

93. Choose “Not Selected”.

94. Click OK.

95. Click the Add button.

96. In the Choice box, type “Advanced Flash”.

97. Choose “Not Selected”.

98. Click OK.

99. Choose No to Allow Multiple Selections.

100. Click OK.

101. Hit the Enter key.

102. Type “Please type any additional comments in the box below.”

103. Hit the Enter key.

104. Go to the Insert menu, and choose Form then Scrolling Text Box.

105. Double-click on the scrolling text box.

106. In the Name box, type “comments”.

107. For Width in characters, type “50”.

108. For Number of lines, type “5”.

109. Click OK.

110. Next, we need to decide where the results of the form will be sent.

111. Right-click inside the form, and choose Form Properties.

112. Click the radio button next to Send To.

113. In the File Name box, use the default file shown there.

a. This will create a text file in the FrontPage web that will hold all of the result from the form.

114. In the E-mail Address box, type your e-mail address.

a. This will send an e-mail to you each time someone completes your form.

115. Click OK.

116. Save your page as Form1.

In order for you to be able to view and complete your form, you will have to publish your Web page.  If you already have Web space, you can follow these instructions.

117. Go to the File menu and choose Publish Web.

118. Type your Web address in the publish location box.

119. Click Publish.

120. Enter your Username and Password information.

121. Click OK.

122. Once your information is published, you can navigate to your Web page and complete the form.  

123. Once the form has been completed, you can go to your e-mail account and view the results.


Creating a Customized Theme
FrontPage has many different themes that you can use that setup background, fonts, colors, buttons, etc.  You may find that you like parts of some of these themes, but you would like to change certain aspects of them.  FrontPage has made it easy to customize the “look and feel” of all the themes that are provided with it.

The steps below will help you to create custom themes.

1. Go to the Format menu, and choose Theme.

2. On the left-hand side of the Themes toolbox, all of the themes are shown in a scrolling textbox.

3. You can click one time on each theme and see a preview of that theme on the right-hand side of the toolbox.

4. Once you decide on a theme, we can begin customizing it.

5. On the bottom, left-hand side of the toolbox, you can check and uncheck the various options to see how the theme changes.

6. To customize the theme further, under the preview window of the theme click the Modify button.

7. Click the Colors button to change the colors in the theme.

8. Click the Graphics button to change the graphics in the theme.

9. Click the Text button to change the text in the theme.

10. Click the Save As button to save your newly customized theme.


Creating Page Transitions

You can create transitions between pages so that, when a person views the pages in your Web, there will be transitions between the pages rather than just going to a page and displaying it.  You may have seen some transition effects in PowerPoint.  To add transitions to your page, follow the instructions below.

1. For each page that you want to have a transition, you will have to repeat these steps.

2. Go to the Format menu.

3. Choose Page Transitions.

4. Choose an Event for the transition to occur.

5. Choose the Duration for the transition effect.

6. Then, choose the transition effect that you want.

7. Click OK.

8. Save your page.

9. Publish.

Note about Web Space

If you do not have any Web space, you can get free Web space from Texas Tech.  In order to activate your Web space, go to the eRaider Web site at www.eRaider.ttu.edu.  Go to Manage your eRaider account.  On the Personal WebPages box, click Create.  Then activate your Web space.  This usually takes about 10 minutes to activate.

Note about FrontPage Extensions

If the server you are publishing to does not have FrontPage Extensions, many of the styles and items such as counters will not work. For the styles to work, add this to the very top of the page in HTML mode:

<!doctype html public "-// w3c//dtd HTML 4.0 Transitional//en">

Updating Your Published Web

Working Live, On-line

1. Select File>Open Web.

2. Always save your changes and Refresh/Reload the browser page to check the changes.

Working Off-line

1. Select File>Import, and use the Import Web Wizard to put your web on your hard drive.

2. Save all changes.

3. Re-publish the web to the server.
Saving to Disk

If you are publishing to a disk, it will take several minutes. It is suggested you don’t publish to disk with themes unless you are using a Zip drive. This can take 15 minutes or more to save, and you will probably run out of room on a floppy.

To get it on your PC, use File>Import and use the Import Web Wizard to get the files from the floppy/Zip to your hard drive. Using File>Open Web will only open the web, not put it on your hard drive.

Backing Up Your Web

If you want a back-up of your web, before or after publishing on the Internet, publish your files on a floppy or a Zip. Since the files FrontPage creates for a web can get quite large, a Zip or other type of external drive is recommended. Transfer may take several minutes. Instead of giving the Publish dialog a server address, you list the drive and folder for the destination of the web. 

Note: It is always a good idea to have a folder created for the web. There are many, many files included in a Publish.

Just using a copy will only place the files onto the external source. Your web structure will not be saved. You must Publish to the external disk or hard drive to have a correct backup.
Deleting a FrontPage Web

Open the desired web, go to Folders View, click in the middle Folders List frame, and select Edit>Delete from the main menu bar. Or, from Folders View, right-click the top folder and choose Delete. In either case, you will receive a Confirm Delete box with two options. Choose one, and click OK. 

To delete a web, you must have at least one HTML file in it. In other words, you cannot delete a web you created with the Empty Web option until you save at least one HTML file inside that directory.

Note: Once deleted, a web is gone. There is no trash can or recycle bin to recover the files. Always keep a local backup, especially of your published webs.
Quitting FrontPage

You can quit FrontPage at any time with File>Exit or Alt-F4. If you have not saved all your files, FrontPage will prompt you. If you have added images, it will ask you about embedding those images in your web. 

You can drag your image files into the Images folder in Folders view, and FrontPage will update your links to the images on the individual pages.

Web Standards

If you have an eRaider Account or a Departmental/Organizational Web Account, you are expected to follow certain guidelines. At a minimum, you are required to include:

· the name of person(s) responsible for maintaining the page

· an e-mail link to the person(s) designated as responsible for feedback

· date of the last update of information

There are guidelines for unofficial pages, as well as official pages for Texas Tech. There is a Tech Operating Procedure (OP) (http://www.itts.ttu.edu/documentation/laws/standards1.html#107) that is currently under review. Please read it.

Also remember that page content of either official pages or unofficial pages on state servers must not conflict with the Mission or Vision of TTU or TTUHSC.

The state has set up its own standards for official Web pages. Some of those standards are far more rigid than what Tech currently requires. The site:

http://www.dir.state.tx.us/standards/S201-12.htm
The site for the disability-access checker, Bobby, for use on official TTU pages can be found at:

http://bobby.watchfire.com/bobby/html/en/index.jsp
Laws and Policies

Pages must also follow TTU policies and any federal and state laws. Many of these are included in Technology Support’s Laws and TTU Policies Web site at:

http://www.itts.ttu.edu/laws

Be watchful of copyright, and there is a Texas obscenity law that you must abide by on the Web.

It is always good to design Web pages with a large dose of common sense.

Computer-based Training (CBT)

There are SkillSoft interactive training modules on the Web for various Microsoft applications. This interactive training is free and requires no plug-ins, just an eRaider account (also free from the ATLC Account Desk).

http://cbt.ttu.edu

Questions?

Contact me at:

monica.matzner@ttu.edu


