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INTRODUCTION

Macromedia Dreamweaver 4.0 is a full-featured Web-design tool used by beginning and
professional Web designers. You can use Dreamweaver to visually design your Web page in the
new Layout view, or you can use the robust text-editing features when you want to hand-code
your page. Either way, you’ll find creating and managing your site easy with Dreamweaver and
the intuitive Macromedia User Interface.

COURSE OBJECTIVES

In this course you will learn to use the fundamental features of Dreamweaver. The focus of the
lessons is to design a Web site for a fictitious company, Compass Adventure Tours. You will
learn how to

» Add text, graphics, and links
» Manage the site
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SYSTEM REQUIREMENTS

You need the following hardware and software to run Macromedia Dreamweaver 4.0:
MICROSOFT WINDOWS

» Windows 95, 98, 2000, ME, or Windows NT 4.0 (with Service Pack 5) or later
* Intel Pentium processor 166 MHz or greater

» 32 MB of RAM (64 MB or greater recommended)

« 110 MB of available disk space

« Color monitor with 800 x 600 resolution, 256 colors
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LESSON 1: LEARNING THE BASICS
OBJECTIVES
When you finish this lesson, you will understand

» The Macromedia Dreamweaver graphical user interface

and you will have learned

* How to define a new site

» How to name, title, and save your documents

» How to specify preview browsers

» How to specify background, text, and link colors
* How to put text on a page

* How to format text

ORGANIZING YOUR SITE

Before you begin creating your Web pages, you should have some idea what the pages are to
contain. Developing Web pages is similar to designing print material: you develop the concept
first. You need to ask yourself—or your client—some basic questions. Why is the Web site
needed? What are you trying to communicate? Who are the potential viewers of the pages? What
do you want your visitors to take away with them?

Consider also what browsers your users might have. Are they likely to have the most up-to-date
version with all the latest plug-ins? Are they more likely to have older computers and older
browsers? The answer to the browser question determines whether you can use Cascading Style
Sheets or layers on your pages.

You also need to develop an outline of the site. The outline is similar to a storyboard for a
multimedia project or a movie, giving you an idea of the scope of the project and a starting point
for setting up the file structure you need. Gather the text and graphics for the Web pages, and
then you are ready to start using Dreamweaver to put those ideas together.
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DREAMWEAVER BASICS

When you open Dreamweaver, you’ll notice the Document window, where you design your
page, and several panels for adding or changing text and objects on the page. The Objects panel
is used for adding objects such as images, tables, layers, or Flash animations to the page. The
Property inspector lets you change the attributes of selected text or of an object on the page. All
of the panels and the Property inspector can be accessed from the Window menu.

A check mark next to an item in the Window menu indicates that the panel is open, but it could
be hidden beneath another panel or the Document window. To display a hidden panel, select it
again from the Window menu.

If a panel is selected but still doesn’t appear, choose Window > Arrange Panels to reset all
open panels to their default positions. The Objects panel moves to the upper left of the screen,
the Property inspector moves to the bottom of the screen, and all other open panels move to the
right of the screen, with no overlap.

THE DOCUMENT WINDOW

The Document window is where you will do most of your work (see Figure 1-1). It gives you an
approximate representation of your page as you add and delete elements. The title bar shows the
document’s title and file name. The toolbar lets you select the document view and enter the
document title.

‘Welcome to Compass Adventure Tours [Lesson_06_Sites/home] - Dreamweaver DOCument t|t|e bar
File Edit “iew Ineeit Modify Test Commands Site 'window Help
@ % EE | Title: [welzome to Compass Adventurs | I (80 ‘ C €% {1 B <—T00|ba|’

|»

COMPASS ADVENTURE TOURS 5%

Treat yourself to the Compass Adventure Tours brand of vacations or wilderness adventures. You'll enjoy
fantastic river rafting, kayaking, catered cooking, beach sports, hiking, surfing, or biking, and t

vacation of your life! Take a river vacation or wilderness adventure with us this year. You'll be |[commen =
immense quantities of healthy, fresh foods at every meal, excitement every day, and relaxation )
entertainment every night. !

We understand the importance of carefully selecting where you spend your leisure time. Let thi| =
be your guide to Compass Adventure Tours and the best vacations and wilderness adventures,
illustrating why we set the gold standard for high quality service, safety and excellence in adve

travel,

FEATURED TRIPS

» Surfing in California

u Diving in the Caribbean = %K
w Mountain Biking in Coloradao p o
u Rafting thi - i &
Eomat [Faragraph | = | [Defaul Fomt =] §\zs|NDns;Im B|7|=[== % Treny
Link [ =] G5 Targe | = S e :’3\
when you vac. e R
El=
OUR MOST P. = ]
Choose from any of our 1500 vacations and adventure tours, or check out the most popular trips, These LI
<bodys <ps TIER4BE . [BKiGsec oy @ O] B & [ €D
Figure 1-1

The Document window.
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THE OBJECTS PANEL

The Objects panel contains the objects or elements you want to add to your page (see Figure 1-
2). Among them are images, tables, special characters, forms, and frames. To insert an object,
drag the object’s icon from the Objects panel to its place in the Document window. Another
method is to place the insertion point in your document where the object should appear and then
click the object’s icon on the panel. The object is inserted into the document at the insertion
point.

You can select from several panels within the Objects panel. They can be accessed from the
Options pop-up menu at the top of the Objects panel. For example, the objects you need to create
a form are on the Form Objects panel.

Insert Image 7 || Insert Rollover Image

Insert Table

Draw Layer Insert Navigation Bar

Insert E-mail Link

5%
&3 || Insert Tabular Data
=

Insert Horizontal Rule =1

Insert Date Insert Server-Side

Insert Fireworks HTML Insert Flash

Insert Flash Button Insert Flash Text

Insert Shockwave Insert Generator

Draw Layout Cell W:% e Draw Layout Table

Standard View

Layout View

Figure 1-2
The Objects panel.
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THE PROPERTY INSPECTOR

On the Property inspector, you can view and change the attributes of an object (see Figure 1-3).
The inspector is context sensitive — it changes based on what you have selected in the
Document window. Depending on the selected object, there might be additional properties that
are not visible. To see all the properties, click the expander arrow located in the lower-right
corner of the inspector.

Farmat | Heading 2 ;”DEFault Foant ;I Eizelr'dcune;l Q B I E=E= @
Link. ;I {}D Target Iﬁ iZ|iZ| £E|2= Iﬁ
~

Figure 1-3
The Property inspector

DOCKABLE PANELS

Many of the panels can be docked together; that is, you can combine them into tabbed windows.
This maximizes your screen area while giving you quick access to the panels you need. To dock
a panel, click its tab and then drag it over another panel or set of docked panels. When the border
of the second panel highlights, drop the panel. To select a panel from a set of docked panels,
click its tab. To undock panels, drag the tab out of the window.

You’ll also notice that the Document window and the panels snap to each other or to the sides of
your screen. This helps you better manage your workspace.

You can minimize all your open documents and panels by choosing Window > Minimize All. If
you have at least one open window, you can restore all the minimized windows by choosing
Window > Restore All.
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DEFINING A LOCAL SITE

Before you begin to create individual Web pages, you need to create the site that contains those
pages. This local site on your hard drive will mirror the actual pages on the Web server. The
local site is where you do all of your initial development and testing. To set up a local site, create
a folder on your hard drive. The name of the folder can be the name of the site or any name you
choose. For example, in class you have a folder called DW4_WebDesign that contains all the
files and folders you are using in class.

Note:Your local folder should not be saved within the Dreamweaver application folder. If you
ever need to reinstall Dreamweaver, your work would be lost.

After you define the main folder, it becomes the root folder for your site. All your files and
subfolders are contained within that root folder. Dreamweaver needs a properly defined site with
a unique local root folder to maintain and update links between pages. When you upload a site,
the relative links that worked within the local root will also work on the server. When you are
ready to publish your site, all you have to do is copy that folder and all of its files to the remote
server. The images and links should all work (assuming that they work locally).

If you connect a local site to a remote site, Dreamweaver maintains identical directory structures
to ensure that links and references are not accidentally broken. If directories do not exist in the
site where you are transferring files, Dreamweaver automatically creates them.

You must first save a document within a local site before document-relative links will work. In
all dialog boxes where you link a file to the current document, you should choose to define the
path document-relative.

Document-relative paths are the best choice to use for local links in most Web sites. Document-
relative paths define the path to take to find the linked file, starting from the document. For
example, a path to a file in the same folder would be expressed as myfile.htm. To link to a file in
a subfolder of the current document, the path would be expressed as content/myfile.htm. To link
to a file in the parent folder of the current file, the path would be expressed as ../myfile.htm.
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To create a new local site:

1. Choose Site > Define Sites.

The Define Sites dialog box opens, as shown in Figure 1-4. This dialog box lists all the
sites you have previously defined and lets you create new ones.

Training
Edit...
Duplicate. ..
Bemaove

Help

il

Figure 1-4
The Define Sites dialog box

2. Click New to create a new site.

The Site Definition dialog box opens, as shown in Figure 1-5.

Site Definition for Maureen E
Categary Local Infa
E:ggugefjnnftues Site Mame: (IET=.
Site Map Layout
File Views Colurms Local Roct Folder. [C:wINNT \Prafileshmusillams. 001\ Deskto | ]
¥ Befresh Local File List Automatically
HTTF addiess: [rps/
Thiz address enables the Link Checker to
detect HT TP links that refer to your own
site.
Cache: W Enable Cache
The cache maintaing file and asset
information in the site. This speeds up the
Azzet panel, link management, and Site Map
features.
Ok I Cancel Help
Figure 1-5

The Site Definition dialog box.

3. The name you assign to the site can be anything that identifies the site—this is for your
reference only. For this class, type your name in the Site Name text box.
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4. Click the folder icon next to the Local Root Folder text box.

The Local Root Folder text box specifies the folder on your hard drive where the files for this
site are stored. It is the local equivalent of the site root folder at the remote site. Dream
weaver creates all siteroot-relative links relative to the local root folder.

5. Locate the DW4_WebDesign folder on the desktop.

* Select the DW4_WebDesign folder and click Open . Then click Select to use the
DW4_WebDesign folder as your root folder.

6. In the Site Definition dialog box, select Refresh Local File List Automatically.

When this option is selected, Dreamweaver updates the site list whenever you add a new file
to the site folder. If you don’t check this option, you’ll need to refresh the local files
manually.

7. Select Enable Cache and then click OK.

When this option is selected, a local cache is created, improving the speed of linking and
site-management tasks. You will usually want to select this option; however, at very large
sites, re-creating the cache can slow operations.

8. If “The initial site cache will be created” message box appears, click OK and then click
Done.
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SPECIFYING PREVIEW BROWSERS

As you develop your Web pages, you will want to view your efforts in a browser—or in fact, in
several browsers. In Preferences, you can specify which browsers you would like to use to
preview your pages. To simplify the preview process, Dreamweaver has keyboard shortcuts for
viewing your pages in two different browsers, called the primary and secondary browsers.

To select preview browsers:

1. Do the following:

 Choose Edit > Preferences and select Preview in Browser from the Category list on
the left.

The Preferences dialog box opens, as shown in Figure 1-6. Clicking a browser name in the
window on the right shows you whether it’s the primary or secondary browser, or neither.

Preferences

Categary Preview in Browser

General

Code Colors -
Code Format Browsers 1' LI Edit...

Code Rewriting

£35 Styles lenplore. exe  Chil F12
File Types # Editors

Fonts / Encoding

Highlighting

Irwisible Elements

Layers

Layout View
Panel
Previe
Quick
Site .
Status Bar ™ Preview Using Local Server

Defaults: W Primary Browiser

ol ™ Secondary Brovssr

ak. I Cancel | Help

Figure 1-6
The Preferences dialog box for Preview in Browser.

2. Do the following to select the browsers you want to use in previewing your pages:

* Click the plus (+) button to add a browser to the list. When the dialog box opens, find
the browser application. Select Primary Browser if you want to launch this browser by
pressing F12 when previewing your pages. Select Secondary Browser to preview your
document by pressing Control+F12. You’ll be using these shortcuts often, so memorize
them quickly.

» To remove a browser from the list, select the browser name in the list and then click the
minus (-) button.

* To change a browser choice, select the browser name in the list. Then click Edit and
locate a different browser.

3. Click OK when you are done adding or changing browsers.
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SAVING YOUR FILE

You should save your documents in Dreamweaver as soon as you open a new document. Don’t
wait until you have text or graphics on the page. This way, when you do import graphics or other
media, all references will be created properly.

NAMING AN HTML FILE

Naming your files for use on a Web server is a little different from naming your files for your
hard drive. Your best bet is to use lowercase names for your files and keep the file names short.
That way, your file names work on all servers. Here are some other rules to follow:

» Don’t use spaces within your file names. Use the underscore or dash character to
simulate a space to separate words.

» Use letters and numbers, but no special characters, such as %, *, or /.
* Avoid beginning your file names with a number.
» Make sure you don’t leave a space at the end of the file name.

 The same goes for folder names—don’t use spaces. If you do, you’ll notice that
browsers substitute %20 for the spaces.

Note:

Keep your folder names short. Remember that the folder name becomes part of the URL you
type to get to the page.

To save your document:

1. Choose File > Save As and select the folder you created to hold your web pages. For our
example, we will choose the DW4_WebDesign folder located on the Desktop.

Save As
Savein | oy DW4 wWebDesign = B cf
_hotes
Library
index
Fil= hame: Iindex.html Save I
Save as type: IAII Documents [".htm;".html;".shtm;".shtml;".slﬂ Cancel |
Figure 1-7

The Save As dialog box.
2. If you are creating a web site, the home page of the site should always be called
index.html. If you are just creating an html document and it will not be used on a web
site, you may use any document name that you would like.

For the filename, enter index.html.
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GIVING YOUR PAGE ATITLE

Every HTML document should have a title. The title, used primarily for document identification,
is displayed in a browser’s title bar and as the bookmark name. Choose a short phrase that
describes the document’s purpose. The title can be of any length: you can crop it if it’s too long
to fit in the browser’s title bar.

Get in the habit of adding the title to each page you create before you add text or graphics to the
page. If you forget, Dreamweaver defaults to “Untitled Document”—you don’t want to keep that
for the page name.

To add the page title:

1. If you don’t see the Title text box at the top of the Document window (below the menu
bar), choose View > Toolbar.

2. Type Surfer’s Paradise in the Title text box and then press Enter (Windows) or click in
the document.

it Surfer's Paradise [D'W4_WebDesign/index] - Dreamweaver
File Edit Miew |nzet Modfy Text Commands Site Window Help

< <27

EE @e: Surfer'z Paradize > Tt @,

e ——

& &

Figure 1-8
The Title box.

Note: Dreamweaver gives you several reminders if you haven’t titled your page. Look at the
document title bar. It contains the title and the file name. If you see “Untitled Document

(filename.htm),” you haven’t titled your document. You’ll also see “Untitled Document” in the
title area of the Document window.

PLACING TEXT ON A PAGE

You can add text to a page by typing it or by copying and pasting from an existing text
document.

Type in the following text:

Aloha! Welcome to Surfer's Paradise, where you'll be treated like one of the family. Hawaii has
the most spectacular surfing on the planet Earth, and we'd like to share it with you.

We have all different levels of surfing, from newbie locations to places that will wow even the
most jaded surfer. Take a look at our finest offerings for the well-waxed.
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COPYING TEXT FROM EXISTING DOCUMENTS

If you have text that already exists in another document, you can copy and paste that text into the

html document that you are creating.

For example, a word document called surf_hawaii has all of the text that you need for the web
page you are creating. You would open this word document, copy the text and then paste it into

the document you are creating.

To copy text:

1. Minimize the Dreamweaver window by clicking once on the gray box with the single
black dash located in the upper right corner of the screen.

nsert  Modify

Text Commands Site Window Help

ufer's Pararise U, @, | C e b 3,

the planet Earth, and we'd like to share it with vou

Alohal Welcome to Surfer's Paradise, where you'll be treated like one of the family. Hawaii has the most spectacular surfing on CIICk here

Figure 1-9

The Minimize button in the upper right corner.

2. Start the Microsoft Word application and choose File > Open. Select the surf_hawaii
word document located in the DW4_WebDesign folder located on the Desktop.

Op: [2]x]
Lookin: |3 Dw4_webDesian =l o 3] %] B EEE X =
[size [ Type [odfi [ open |
Folds: 5/9/02
21 KB Microsoft Word .. 4/24/0 Cancel
LKE Netscape Hypart.. SISIE | 0y
4] | |
Find files that match these search criteria:
File pame: =] Text or property: - Eind Now
Files of type: |A\| Files x| Last modfied:  [any e - New Search
\2 filef<) Found.

Figure 1-10

The File Open dialog box.

3. Select the text that you want to copy by positioning the mouse at the beginning of the third
paragraph and then clicking with the left mouse button and dragging all the way down to

the bottom of the document.
4. Choose Edit > Copy.

5. Minimize the Microsoft Word application by clicking once on the gray box with the single
black dash located in the upper right corner of the screen.

6. Maximize the Dreamweaver window by clicking once on the Dreamweaver button located
on the Start bar on the bottom of your screen.

= | Staltl ¥ Microsoft Word . % Surfer's Paradis... % Site - Maureen |

7. Choose Edit > Paste.
8. Choose File > Save.
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SPECIFYING A BACKGROUND COLOR

In Dreamweaver you can easily change the background color of a page by using a preset palette
of colors known as the Web-safe color palette . You access that palette in the Page Properties
dialog box. For more colors, click the arrow located in the upper-right corner of the color pop-up

window and select a color palette from the pop-up menu.

To select a background color:

1. Choose Modify > Page Properties.
The Page Properties dialog box opens.

2. Click the Background color box. A color palette opens.

3. Move the eyedropper over a color swatch.

The swatch’s hexadecimal equivalent is shown at the top of the color palette, as shown in

Figure 1-11.
4. Click a pale blue color to select it.
Tite: [Surter's Paradise 0K
Click here Background [mage: Brovise.. Apply
for colors. Backgourf: [] [esceer Cereel |

Text:

Links:

Left Margin:

Top Margin:
LDocument Encoding:

Tiaging Image: I Browse..

Image Transparency: ———————— 1 gy

Transparent Opagque

Document Folder: C:3WINNT\Profilessmwilliams. 0015\DesktopiDiw4_w
Site Folder: C:\WINNTYPrafilesimwiliams. 0014DesktophDwd_w

Help

Figure 1-11
The Page Properties dialog box

5. Click Apply to view the color change to your document.
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SPECIFYING THE DEFAULT FONT COLOR

When you change the background color, you may also need to change the color of the text that is
displayed. Obviously, black text won’t be visible on a black background.

To change the default font color:

1. In the Page Properties dialog box, click the Text color box.

A color palette opens.

2. Select a color for your text—dark blue would look good—and click OK to close the Page
Properties dialog box and return to your document.

APPLYING A HEADING FORMAT
Applying a heading format to text changes its appearance to larger and bolder fonts.

To apply a heading format:

1. Insert a new line at the top of the page.
2. Type Hawaii - Surfer’s Paradise in that new line.
3. From the Property inspector’s Format pop-up menu, select Heading 3 (see Figure 1-12).

You have now tagged the text as a level 3 heading.
Format | Heading 3 ;Ilgfault Font ;I §ize|None;| Q BT E= g %
=] S Targe | B EEEEEE
(ETE

Figure 1-12
The Property inspector’s Format menu.

HTML has six levels of headings—numbered 1 through 6—with heading 1 having the largest
font size. Headings are displayed in larger or bolder fonts than the normal body text. Tagging a
paragraph as a heading automatically generates a space below the heading. You cannot control
this spacing.

Note: In many documents, the first heading is identical to the title. For multipart documents, the
text of the first heading should be related information (such as a chapter title), and the title tag
should identify the document in a wider context (it could include both the book title and the
chapter title).
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INDENTING TEXT

Often you’ll want to indent the text on the page. You can use the Text Indent and Text Outdent
icons in the Property inspector to do this, as shown in Figure 1-13. Using Text Indent indents
text at the left and right margins of the page. You cannot control the amount of indentation.

Format | Heading 3 ;I IDefauIt Fant ;I §ize|NDne;| D B I == g %

Link. ;I ¥ Iargetl vI i=|i=| LE(2E

a

Figure 1-13 ] Text Ouéent Text |ndent
The Text Indent and Text Outdent icons.

To indent paragraphs:

1. Select the first six body paragraphs of your surf_hawaii.htm document.
2. Click Text Indent in the Property inspector or choose Text > Indent.

To remove indentation:

1. Select the first two body paragraphs of the document.
2. Click Text Outdent in the Property inspector or choose Text > Outdent.
3. Save the file and preview it in the browser.

MAKING LISTS

Dreamweaver gives you three kinds of lists: ordered (numbered), unordered (bulleted), and
definition lists (a term and its definition).

ORDERED LISTS

An ordered list consists of list items that are ordered numerically or alphabetically. You have the
option of using arabic or roman numerals or using uppercase or lowercase letters.

To create an ordered (numbered) list:

1. Select the four lines of text “Sunset Beach, Oahu,” “Waimea Bay,” “South Shore, Oahu,”
and “Pipeline.”

2. Click Ordered List in the Property inspector (shown in Figure 1-14) or choose Text > List
> Ordered List.
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The selected text is indented and numbered.

Format | Heading 3 ;I IDeFauIt Font ;I §ize|NDne;| E B\ T == g @
Link. ;I ¥ Iargetl 'I s s @'

Figure 1-14 o Unorderéj List Ordered List
The Ordered and Unordered List icons.

You can change the numbering scheme of ordered lists by modifying the list’s properties.

To change ordered list properties:

1. Click the line with the text “Sunset Beach” or any line in the list.

Select only one line from the list. If you select multiple lines, the List Item button is
dimmed and not available for you to use. If the List Item button is not visible, click the
expander arrow in the lower-right corner of the Property inspector.

2. Click List Item in the Property inspector or choose Text > List > Properties.
The List Properties dialog box opens (see Figure 1-15).

List Properties E2

List Type: INumhered List 'l

5 ! Cancel |

Help |

List [tem
e Style: I[Default] 'l
Reset Count To; I [Mumber]
Figure 1-15

The List Properties dialog box.

3. From the Style pop-up menu, select Alphabet Small (a, b, ¢) and then click OK.

All items in the list are alphabetized.
4. Save the file and preview it in the browser.
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UNORDERED LISTS

Unordered lists are often called bulleted lists because each list item has a bullet in front of it. The
bullet symbol Dreamweaver displays by default can be changed to a disc, a circle, or a square.

To create an unordered (bulleted) list:

1. Select the text starting with “East to southeast winds” and ending with “Water temperature
at 76 degrees Fahrenheit.”

2. Click Unordered List in the Property inspector or choose Text > List > Unordered List.
The selected text is indented and bulleted.

You can change the default bullet symbol of unordered lists by modifying the list’s properties.

To change unordered list properties:

1. Click any line in the list.
2. Click List Item in the Property inspector or choose Text > List > Properties.

The List Properties dialog box opens (see Figure 1-16).

If the List Item button is dimmed, you have more than one item selected. If the List Item
button is not visible, click the expander arrow in the lower-right corner of the Property
inspector.

List Properties

List Type: I Bullsted List - l QK

Shyle: 3 -

Cancel

Sitart Eour: I [Mumber] Help

List Item

Mew Stple: I [Default] w7 l
B EsehiEaurt e I [Murnber]

dils

Figure 1-16
The List Properties dialog box

3. From the Style pop-up menu, select Square and click OK.
All items in the list now use the square bullet symbol.
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DEFINITION LISTS

A definition list consists of a series of terms and their definitions. The word or term to be defined
is left-justified; the definition is indented and placed on the next line. For this formatting to work,
a term and its definition must each be a separate paragraph.

To create a definition list:

1. Select the text starting with “Crest” and ending with “The time for a wave crest to travel
one wave length.”
2. Choose Text > List > Definition List.
The terms are now at the left margin, and their indented definitions are on succeeding
lines.
3. Save the file and preview it in the browser.
LIST TIPS

When you’re creating lists, keep these tips in mind:

 To change a bulleted list to a numbered list or a numbered list to a bulleted list, select the
entire list and then apply the other list format.

* To convert a list to plain text, select the list and apply the list type again. This procedure
works like a toggle to turn off the list formatting.

* If you had extra text selected when you applied the formatting for the list, select the extra
text and apply the formatting again to remove the list formatting.

* If you are typing within an already formatted list and you want to end the list, press Enter
twice.

« List items are single-spaced by default. If you want extra spacing between the lines,
select all the items in the list and then choose Paragraph from the Format pop-up list of the
Property inspector.

CHARACTER FORMATTING

Occasionally you will need a word or phrase to look different from the surrounding text. For
example, you might want a word to be bold or italicized to visually set it apart from other text.

To make text bold:

1. Select the word “Crest” in the definition list you just created.
2. Click Bold (the dark capital “B”) in the Property inspector or choose Text > Style > Bold.

The selected text now has bold formatting applied to it.
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Many times you will find yourself repeating the most recent formatting you applied on another
paragraph or other selected text. The Repeat command makes that task easier, with a simple
keystroke. The first two items listed on the Edit menu are the Undo and Repeat commands.
You’ll want to remember their keyboard shortcuts:

* Undo: Control+Z
* Repeat: Control+Y

To repeat a command:

1. Select the word “Trough” in the definition list.
2. Press Control+Y

Because you used the Bold command most recently, it is applied to the selected text.
3. Repeat the bold formatting on the other terms in the definition list.

4. Also apply bold to the text "Dead Man's Bluff", “Long Cool One", "Piece of Cake", and
"Gripper".

POSITIONING TEXT

If you want to force a line break in the text, you need to insert a line break character. This would
be useful for an address line, for example, where you want a new line for each line in the address
without the extra spacing of a paragraph. You also may want to center some text, such as a
heading, to make it more prominent.

To create a line break:

1. In the paragraph that begins with “Besides helping you find”, position the insertion point
before the text “Big Kahuna Surf and Swim Shop.”

2. Press Shift+Enter.

The text after the insertion point moves to the next line. A new paragraph has not been
created, so there is no additional spacing between the two lines.

3. Repeat steps 1 and 2 to move the text “1134 Paradise Lane” to the next line and “Hawalii,
USA” to a new line.

4. Position the insertion point before the text “Sign up at” and then press Enter to insert a
new paragraph.

5. Save the file and preview it in the browser.

To center text on a page:

1. Position the insertion point in the heading “Hawaii - Surfer's Paradise.”
2. Click Align Center in the Property inspector (see Figure 1-17).
The heading is now centered.

Align Center

Format |Heading 3 ;”DefaultFont ;I §ize|N0ne;| Q B I = = @
Link ;I LT | Ialgetl vl =S| ES|E= =

(TET

Figure 1-17
The Align Center icon
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CHANGING FONT PROPERTIES

To make your page more interesting and easier to read, you may want to change the typeface
used to display the text. Although a great deal of information is a vailable concerning how type is
used for print, not all of that knowledge translates to the Web. You have to consider the fact that
users are free to change the screen size or to change the font size and color of the text. The way
type flows on a page can easily change from user to user. There is also a dramatic difference
between font sizes in Windows and on a Macintosh. Macintosh computers display text
approximately 75 percent smaller than the size of the same text in Windows.

If you are accustomed to print work, you may be frustrated by the lack of typographic control,
such as line and letter spacing, in HTML. You also can’t control widows (a single word on a
line) in Web text, and you can’t control line breaks in paragraphs. You should remember that text
support on the Web is still very primitive. You need to work within the constraints of the
medium.

CHANGING THE FONT FACE

You can change the font for the entire page or for selected text on the page. However, for users
to see your page as you designed it, the font you choose must be installed on the user’s computer.
Do not make the assumption that all fonts are loaded on everyone’s computer. If your first choice
is not available, the browser will attempt to use the second choice and then the third. If none of
the fonts are a vailable on the user’s computer, the text will be displayed in the browser’s default
font. In the following exercises, you will make some simple font changes to the text on the page.

To change the font face of a single paragraph:

1. Select the text “Hawaii - Surfer’s Paradise.”

2. From the Property inspector’s Font pop-up menu, choose Arial, Helvetica, Sans-serif (see
Figure 1-18).
The selected text changes to another font, depending on the fonts installed on your

computer.
Format | Heading 2 (;I I.ﬁ.rial. Heluetica, san ;I Si eINone;I Q M %I%g @
Link, @D Iargetl 'I i=|i=| LE5(2= Iﬁ
(ETT
o
Figure 1-18

The Property inspector’s Font menu.
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To change the font face of multiple paragraphs:

1. Select the remainder of the text on the page.

2. From the Property inspector’s Font pop-up menu, choose Arial, Helvetica, Sans-serif.
All the text now has the same font face.

3. Save the file and preview it in the browser.

To remove font face settings:

1. Select the text whose font you want to remove.

2. Choose Default Font from the Font pop-up menu in the Property inspector or choose
Text > Font > Default Font.

CHANGING THE FONT SIZE
In HTML, the options for changing the font size on the page are limited.

To change the font size:

1. Select the text "Hawaii-Surfer's Paradise."

2. Select the size from the Property inspector’s Size pop-up menu (see Figure 1-19). You can
also choose Text > Size or Text > Size Change to pick the size from the pop-up
submenus.

Note that the sizes are listed as 1 through 7, +1 through +7, and —1 through —7. Selecting
just the number (1 is smallest, 7 is largest) sets the absolute size. Picking a plus or minus
number chooses the font size relative to the base size of the font. For example, +1 makes
the font size one size larger than the base size.

Eormat | Heading 2 ;I IF'.riaI. Heluetica, zan ;(§ize|8 ;I g Elil %I%g @
Link =] TGt | =i £5|2= =

(T

Figure 1-19
The Property inspector’s Size menu.

Note: The default base size for text in your browser is set to 3. If you choose +3 for the font size,
you are effectively changing the size to 6 (3 + 3). The largest size for a font is 7 and the smallest
is 1. Any font size larger than 7 will be displayed as 7. For example, if you set the font size to +6,
3 + 6 is larger than 7, so the font and will be displayed as 7.

LESSON 1 20 MACROMEDIA DREAMWEAVER 4



CHANGING THE FONT COLOR

You can easily change the color of your text in Dreamweaver.

To change the font color:

1. Select the text “Hawaii - Surfer’s Paradise.”

2. Select a color from the Property inspector’s Text color pop-up menu (see Figure 1-20).
3. Save the file and preview it in the browser.

Ecrmat | Heading 3 ;”F\rial. Helvetica, san;l Size |E

Link. ;I {&-D Target

Figure 1-20
The Property inspector's text color menu.

ADDING HORIZONTAL RULES

A horizontal rule is a line that goes across the page and provides a visual division between
sections of your page.

To add a horizontal rule:

1. On the Common Objects panel, drag a horizontal rule to the very bottom of the document
or choose Insert > Horizontal Rule.

2. In the Property inspector, type 90 in the W (width) text box (see Figure 1-21).

3. Select % from the pop-up menu to the right of the text you just typed.
The horizontal rule extends across 90 percent of the browser window regardless of the
browser width. It is displayed as a shaded bar centered across the page.

[ -1 align [Lere =1 %

[+ Shading

Figure 1-21
The Property inspector for a horizontal rule.

Note: Select pixels from the menu to specify an absolute width. If you choose this option, the
rule is not resized when users resize the browser window.

4. Deselect Shading to display a solid bar.
5. Type 3 in the H (height) text box.

The horizontal rule is 3 pixels in height.
6. From the Align pop-up menu, select Left.

The thick, unshaded bar moves to the left but still extends across 90 percent of the browser
window.

7. Save the file and preview it in the browser.
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ADDING SPECIAL CHARACTERS TO YOUR PAGE

When working in Dreamweaver, you are generally typing at the keyboard. Sometimes you need
characters and other information that is not directly accessible from the keyboard. With
Dreamweaver, you can easily insert special characters, e-mail links, and dates.

To enter special characters:

1. On the Character Objects panel, drag the copyright character (shown in Figure 1-22) to the
bottom of the page. (If you don’t see the Characters panel, click the arrow at the top of the
Obijects panel and choose Characters from the pop-up menu.)

A

Character =

@ &
Copyright ——» [ @]
Iz
= [
=

Figure 1-22
Choosing the copyright character.

2. To the right of the copyright symbol, type 2000, Compass Adventure Travel.
3. Save the file and preview it in the browser.

ADDING E-MAIL LINKS

Linking to an e-mail address makes it easy for your visitors to contact you from a Web page.
You should always include some method to allow visitors to correspond or interact with
someone in your organization.

To enter an e-mail link:

1. Place the insertion point on the line following the copyright you created earlier.
2. Click E-Mail Link on the Common Objects panel or choose Insert > E-Mail Link.
The Insert Email Link dialog box opens, as shown in Figure 1-23.
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Inzert Email Link

Cancel |
E -t ail: |mwilliams@sicny.edu
Help |

Figure 1-23
The Email Link dialog box.

Texk: |Send Uz your questions|

3. Make the following changes and then click OK.

* For Text, type Send us your questions!
* For E-Mail, type your e-mail address.

The text appears as a link. The Property inspector shows the e-mail address in the Link
text box.

4. Save the file and preview it in the browser.

To manually type an e-mail link:

1. Select the text you want to make an e-mail link.
2. In the Link text box of the Property inspector, type mailto: followed by the e-mail

address. Make sure you type the colon and no spaces.
ADDING A DATE AUTOMATICALLY
Sometimes you will need to keep track of the date when you last modified a page in your site.
Dreamweaver lets you place the date and time on your pages to track this information. The date

and time can be updated automatically so you don’t have to do it.

To insert the date:

1. Place the insertion point on the line following the e-mail link.

2. Click Date on the Common Objects panel or choose Insert > Date to place the current date
on the page.
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The Insert Date dialog box opens (see Figure 1-24).

Ingert Date
Day Format: I Thursday, j

Date Farmat: Cancel |
07-har-1974
F-mar-74 Help |
03/071974
CLrrrt
1974-03-0F =l

Time Format: | 10:18 PM =

v Update Automatically on Save

Figure 1-24
The Insert Date dialog box.

3. Make the following changes and then click OK:
* Select Thursday, from the Day Format pop-up menu.
* Select March 7, 1974 from the Date Format pop-up menu.
* Select 10:18 PM from the Time Format pop-up menu.

* Select Update Automatically on Save to update the date on your page each time you
save your document.

The current day, date, and time are displayed. This information will change every time you
save your document.

To change the date format if it is automatically updated:

1. Click the date in your document.
2. In the Property inspector, click Edit Date Format.

Last Saved Date @
Edit Date Format | e

The Edit Date Format dialog box opens. This dialog box is the same as the Insert Date
dialog box shown in Figure 1-24.

3. Make appropriate changes to the options and then click OK.
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LESSON 2: SENDING YOUR PAGES TO ST. JOSEPH'S WEB SERVER

OBJECTIVES

When you finish this lesson, you will have learned

» How to set up a connection to a remote site
» How to copy files to and from a remote site

CONNECTING TO AREMOTE SITE

In Lesson 1, you created a local site—that is, a folder on your hard drive to store all the folders
and files needed for your site. You’ve been working in the local site, developing pages and
testing links. For visitors to see your Web pages, however, you need to copy them to a remote
site. Typically, the remote site is on a server specified by your Web administrator or client, but it
could also be on a local network.

After creating your local site, you choose which remote site to connect to and the attributes of
that remote site.

To set up a connection to a remote site:

1. Choose Site > Define Sites.
The Define Sites dialog box opens, as shown in Figure 2-1.

Training
Edit...
Duplicate...
Bemove

Help

aglidd

Figure 2-1
The Define Sites window.

2. Select your site from the list and click Edit.
The Site Definition dialog box opens (see Figure 2-2).
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Testing Server pessse| FTP =
Cloaking

Design Motes FTF Hast: [faculty sicny. sdu

Site Map Lapout i
File View Calumns Host Dirsctory: |

Login: [usemame Test |
Password: I~ Save

™ Use Passive FTF

I Use Firewall Firewall Settings...

[ Use 55H encrypted secure login

™ Automatically upload files to server on save

Check In/Out: [~ Enable File Check |n and Check Out

ok | cancel | Hep ||

Figure 2-2
FTP settings in Site Definition dialog box.

. In the Category list on the left, select Remote Info.
. From the Access pop-up menu, select FTP.
. In the FTP Host box, enter faculty.sjcny.edu.

. In the Login box, enter your username. (This name is provided to you when you have an
account set up on the web server.)

. Enter your password.
8. Click OK to save your site information.
9. Click Done to close the Define Sites dialog box.

o O~ W

~

The Site window displays the file and folder structure of your site. You use this window to copy
your pages to the web server.

To access the Site window and connect to the remote host:

1. Choose Site > Open Site and select your site from the list.
The Site window opens, showing only your local files (see Figure 2-3).

3 Site - Maurcen

Edt View Site Window Help

[Ei”s‘narwameen '-.C‘|5‘0‘®

Fiemote Site [Local Folder [Motes|  Size[ Type [Modifies
5 =y CAWINNT Profilestmuiliams 001\Desk

"0 swi_hawai.doc

K1 K| |

I> 1 local tems selected totalling 5078 bytes.

=

Figure 2-3
The Site window.
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The default settings place your local files in the right pane of the Site window. When you
connect to the remote site, the remote files appear in the left pane.

2. Choose Site > Connect.
You will be connected to the web server. The remote host is shown in the left pane of the

site window. (see Figure 2-4)

Site - Maureen

File Edit Wiew Site ‘Window Help

g= e Site:IMaureen 'l ﬁ [} | O ﬁ | @

Remate Site

= @ faculty/docs/compozer]
(2] Library SKE Metscape
-[2]profile surf_hawaii. doc 21KE Microzaoft
e [2) 7 sh histary

J | ol | »l

b 4

Figure 2-4

3. Click once on the root folder located in the local folder pane (right pane).

4. Choose Site > Put.
Your entire site will be copied onto the web server. (see Figure 2-5)

te - Maureen
File Edit “iew Site ‘window Help

[E ;%#] Site: |Mauresn 'l ﬁ C | 0 i | @
Remote Site

B &y Maculty/docs/composer!
(7 Library BKE Metscape
w3 - profile “o[) sul_hawai. doc 21KE Microsoft
: 1 -sh_history
“ofy  index himl

[ JL3 | N |

3

Figure 2-4

=

5. Choose Site > Disconnect to disconnect from the remote site.

6. To view your web site, start your web browser and type in the following url:
faculty.sjcny.edu/~lastname (replace lastname with your lastname)
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