
· Click on Front Page Icon (Arrow)

· Close out

· Open up the Internet

· Type in Teachers.k12.sd.us/CL008

· Click on edit, box will come up to type in name and password

· Name—k12sd1\CL008

· Password—use Citrix password

· Click O.K.

· Type in Title

· Change font and color as desired

· You can edit page in Normal Tab

To Add Background

· Go to Format

· Go to Background

· Select Background Tab

· Check background picture

· Check browse

· Go to Folder with magnifying glass

· Go to F Drive, users, file name, pictures

· Click on background you want

· Click O.K.

To Insert a Table

· Go to Table
· Go to Insert
· Go to Table and Click
· Choose size of rows and columns as preferred
· Choose layout as preferred
· Click O.K.
· Right click on Table to edit
· Choose Table Properties
· Make preferences of your choice
· Click O.K.
To Insert a Picture

· Click on box where you want picture

· Click Insert go to picture go to from file

· Click on folder with magnifying glass

· Choose picture

· Click O.K.

· Right Click on picture to Cell Properties and choose properties you want

· To get rid of white space behind picture (if there) double click on picture use toolbar at bottom choose set transparent color button click on white part of picture

To Save Page

· Go to File to Save

· Must be saved as Default.htm

· Click yes to replace

· Save Embedded Files will pop up Click O.K. 

To Link to a New Page

· Highlight writing in cell you want to link

· Click on hyperlink icon (globe with link)

· Choose on Piece of Paper Icon

· Choose Normal page and click O.K.

· This will give you a New Page 1

To Get Back into your Web Page

· Go to Internet to your Web Page

· Hit the Edit Icon with Front Page Symbol

· Enter your name and password

· Double click on Default.htm

· You can then start a new page be putting title in cell, and etc.

To Link To a Site

· Type in Name in Cell

· Highlight the word

· Click on Hyperlink Icon (Globe with link)

· Type in site (www address) and click O.K.; your web page will now come up

· Go to Preview Tab on bottom and click on Word in cell—Your site should come up

To Create an E-Mail Link

· Type E-mail into cell

· Highlight word and click on Hyperlink Icon 

· Click on envelope at bottom right

· Put in e-mail address wanted

· Click O.K., and then click O.K. again

· To change your address, right click on e-mail in cell

· Choose Hyperlink properties

· Delete old address

· Add new address

To Insert a Picture as a Hyperlink Icon

· Go to Insert to Picture

· Pick a picture and choose Insert

· Highlight picture

· Click Hyperlink Icon and choose Default.htm

· Click O.K.

· Save and Preview

