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PREFACE

The Web Site Creation manual is part of a series of Internet training
(ITrain) materials developed by the ITrain Group with the financial
assistance of the International Development Research Centre (IDRC). The
complete set of materials can be obtained from
http://unganisha.idrc.ca/itrain/. The ITrain Group consists of individuals
and institutions from around the world with a wide range of technical and
training expertise in the Internet field.

The training materials are a result of a needs analysis conducted in
.November and December of 1997 and subsequent consultations with
experts and users, including field testing. The materials are developed for
use by Internet trainers and users in developing countries. If you are an
individual or an institution engaged in delivering basic or advanced Internet
training course or a user who is seeking a simple, flexible and effective
Internet training guide, these materials are for you.
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Conventions used in this manual

Bold text in the manual indicates key words that instructors and
participants will find on their monitor screen when software is running.

3-D boxes with notes to instructors
The 3-D boxes throughout the course contain notes to the instructor.

@This is a 3-D box with notes for the instructor. You can use it to
prepare yourself before you conduct a course.

Icons

Icons appear in both the instructor manual and the participant manual. We
included icons to draw attention to the text beside the icon and to give an
immediate visual clue about the meaning of the material contained in the

section.

@Customisation: When you see a box like this you are strongly
encouraged to modify the current topic, to make it relevant to participants..

In the instructor manual, the stopwatch icon indicates the estimated time to
deliver a section of the course.

Student’s manual



1. Introduction

AIM: To get to know each other and our goals.
To outline the aims of the course and to review the agenda.

1. Please introduce to the group, the person you interviewed. Ina
sentence or two, indicate what type of work he or she does.

2. What experience with the Internet does he or she have?

3. What does he or she expect to learn from this course?
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2. Critiquing Web Sites

AIM:  To browse and critique existing Web sites.

To create critical awareness of navigational, design, aesthetic and content
components of Web sites.

To introduce the features and building blocks of a good Web site.

To create awareness of features that make a Web site difficult or
unfriendly to use.

To produce a list of do’s and don’ts that apply to building a Web site.

Critiquing other Web sites

This list below includes various criteria by which you can evaluate Web sites.
It is not always immediately obvious why we prefer some sites to others, but
by taking the time to understand what makes a Web site ‘work’ for us, we can
begin to establish some best practice rules for creating really effective Web
sites.

Try and assign each site a score for each question :

* - excellent

© - good

® - not good, but not entirely useless
® - useless

1|2 ]3]4a]5]6 |7 ]8]9 [10]

How navigable is the site?

Is it easy to find the information you're after,
given the various signposts on the Home Page?
Is it easy to find your way back to the home page
or other main section pages from the site’'s
‘interior’?

Are the navigation graphics self-explanatory?

Do you have to click through too many pages, to
get to your destination page?
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How readable is the information on the site?

You've found the section of the site with the
relevant information for your needs - is it easy to
read?

Are there clear headings on the page?

Is the size and colour of the text easy on your
eyes?

Do the graphics on the page compliment, or
detract from, the text content?

Is the site aesthetically pleasing?

Do the colours of the site design work well
together?

Is there a continuity of style between the
graphics?

Is the spatial arrangement of text and graphics
complimentary, incidental or irritating?

Is the design of the site in tune with the subject
matter/organisation?

How informative is the site?

Does the information on the site stick to
overviews and links to other resources, or are
there opportunities to access in depth
resources?

Are there opportunities to interact with the site
and ask for additional information (e.g. ‘contact
us’ buttons etc.)?

Are the search pages, discussion forums, guest
books and other special features clearly
explained and easy to use?

Are the lists of contacts, resources and links
annotated with useful descriptions, explanations
and advice?

How long does it take to get the page loaded onto the screen?

Are there large graphics that slow down the
delivery of text onto the site?

Are there text alternatives to the graphics to read
whilst waiting for the graphics?

Does the length of the page force you to wait a
long time before you can read what is at the
bottom of it?
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Fill in the list of the common do’s and don’ts that make up building a good web site.

Do’s Don’ts
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3. Anintroduction to HTML and browsers

AIM:  To gain a basic understanding of HTML concepts, terms and jargon.

To set the stage for understanding and working with HTML
editors.

What is a browser?

What is a URL?

What is HTTP?

What is HTML?

What is a link?
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What is an HTML editor?

What is atag?

What is an attribute?

What are File Extensions?

What is the relationship between a Browser and an Editor?

Student’s manual



3hrs

4. Creating a Web page using a text editor

AIM:  Hands-on session on coding a Web page.

Understanding how to format text, add colour, create lists, links and
tables, and how to add graphics and images to a Web page.

4.1 Opening HTMLTool

Click on the HTMLTool icon on your desktop or click on the START button,

select PROGRAMS and click on Lorenz Graf’s HTMLTool. The following
window will appear on your screen:

"¢ Lorenz Graf's HTMLtool 2.7 - UNREGISTERED YERSION - [C:\PROGRAM FILES\LORENZ GRAF'S HTMLTOOL 2.7ATem

#] Ele Edit Find HTML Toolz Wiew Mwindows Help
DEE sBBox @ £F oo RE<EX C R » O
hizcellaneouz lFont ] Fage I List= I Tables] Forrns] mees] Serptzilava I Tags I Styles]

1« - =12 EBEEE 4=~ & & % BB

g Documents

@_ Preview l T Scripts l ?’é Chars l
¥=1 Filer ] <'§j Shippets l

=T -] B

3 Prograrm Files -
& Lorenz Graf's HTMLtaal 2.7

) Class
1 Data

1 Help

1 Scripts
] Templats

Web Documerts A

Right click tag editing demo.html

4.2 HTMLTool: Pulldown menus and toolbar

The pull down menus and toolbar perform standard functions such as helping
you open, close and save files, as well as all the functions that are needed to
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format HTML documents. Scan the Pulldown menus and the toolbar to
familiarise yourself with them.

% Lorenz Graf's HTMLtool 2.7 - UNREGISTERED VERSION - [C:\PROGRAM FILES\LDRENZ GRAF'S HTMLTOOL 2.7\Templat... =] E3

(3] Fe Edi Find HTML ook View Windows Help =18 x]
DEE 42RO REE o RAERCHD 2 B
hfzcellaneous ]Font ] Page ] Lists I Tables] Fon'ns] mees} Scnptstaval Tags } S‘ty\esl

f¢—- =12 EEE A=~ & & 3 BE

4.3 Opening a new document

Click on the New Page icon.

“f Lorenz Graf's HTMLtool 2.7 - UNREGISTERED VERSION - [C:\PROGRAM FILES\LDRENZ GRAF'S HTMLTOOL 2.7\Templat... =1 EY

|8] Fie Edt Fird HTML Tooks View Windows Help - E‘ﬂ
NEE sB@Bve A EF 0o RAEXC R s @
llaneous lFont ] Page ] Lists I Tables] Fon'ns] mees} Scnptsta\tal Tags 1 Sty\esl

fe—- 212 EEE A= ~F & & 3 BE

Choose NEW FROM SCRATCH
Enter the title of the document you want to create.

The title is the name of the Web page you are creating. It appears in the blue
bar or title bar of the Web browser screen. Give your Web document a title
that give a clear indication of its content as, once the document is ‘live’ on the
Internet, the title is used by Web search engines.

Enter your name as the author of the document and then click OK. A new
document, with the outline of the basic structure of a Web page, will appear on
your screen. The various ‘parts’ of the Web page are indicated by ‘tags’ that
appear in arrow brackets.

Each Web page has to contain certain basic tags for it to be a valid Web page.
They can be seen on the right hand side of the screen below.
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" Lotenz Graf's HTMLtool 2.7 - UNREGISTERED VERSION - [C:APROGRAM FILES\LORENZ GRAF'S HTMLTOODL 2. 7\Templat... =1 B3

[3] Fle Edt Find HTML Tool View Windows Help =le|x]
DSEH s2R> B =5 ¢ BE €& ¢ 2 B 5 @

Mscelaneous Fort | Page | lists | Tables | Forms | Frames | Sciptsiiava | Tags | suytes |

A B f U s ¢ B Bs E E=

@ Proview | S Soipts | Pe Chars | |1 Startof
Filer e e e <UTL> tart of HTML document
= |§] 2 '”I & 3 <HEAD>
=10 | (calFEs 4 <META NAME="AUTHOR” CONTENT="">
TR 5  <TITLE>My First Web Page</TITLE>-s—Title of document
£ Program Files B  </HEAD>
H 7 ||<BODY> Body of document
(] Class 8 Enter the text of your docwnent here
1 Data 9 </BODY>
(3O Help 10 </HTHL> End of HTML document
(L3 Seripts
([ Template
'Web Documents 'I
Right click tag editing demo.html
{Insert Col 37 Lin 8 | Modified

LW T 0 W W O O |
[9:00544M 672179 [Ready {

4.4 Inserting existing text

We are going to insert a document called test.txt, which has been prepared for
you. Go to the FILE Pulldown menu and select INSERT

% Lorenz Graf’s HTMLtool 2.7 - UNREGISTERED ¥ERSION - [C:A\PROGRAM FILESALORENZ GRAF'S HTMLTOOL 2 73Templat... [MEIES
9] Ele Edit Find HTML Tools View Windo Help 18] x|

LR Bl = o o B@ € & @© B 7
Open Chrl+0 -

hiz e p— y prms | Fremes | soripsijava | Tags | Stles |

« Save I I =~ R R I R ERE . T
| Save as ..
Save al [
E Expoit »
Save selection as snippet
Close
Close all

E_

Save selected tewt to file ...
Make template from file

Project »

Erint ..
Frinter setup

Options ...

Tl £l

Exit Alb+Fa

Ingert Col: 1 Lin: 1 odified
L BN HE EEN
101203 A B2/ Insert file

Find the document, previously prepared by your trainer, named TEST.TXT in
the TEMP directory on your C: drive and double click on it. The TEST.TXT
document is loaded and ready for formatting.
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4.5 Saving Web documents

Click on the Save icon

"¢ Lorenz Graf's HTMLtool 2.7 - UNREGISTERED YERSION - [C:\PROGRAM FILES\LORENZ GRAF'S HTMLTOOL 2 7ATemplat... W] EX

9] File Edt Find HTML Tooks Miew Windows Help —|F ﬂ
DEE dB@dv o @ 56 60 RE <€ X C 2 E s g
Mz ellanes Fort ] Page ] Lizts ] Tables] Forrnsl meesl Scriptsilawva ] Tags ] Stylesl

1« - =12 EEE = ~F § & @

[=]

Save the file called test into the TEMP directory. It will automatically be saved

with an .htm extension. From now onwards this document will be referred to
as a Web document.

4.6 Viewing a Web document with a browser

We will now view your Web document with a browser. Minimise HTMLTool,
which will keep it open. Open up either Netscape or Internet Explorer.

Go to the FILE Pulldown menu in your browser and click on OPEN PAGE, in
Netscape and OPEN in Internet Explorer

3 SANGONeT Home Page - Netscape

File Edit Yiew Go Communicator Help

Hew 4 L LT s 5
Open Pags Chil+0 it <E j”, & ! 'gé
= = - Home  Seach  Guide Security
ion: [http: //5N.4PC.ORGA
j MewdCool
-
Edit Page .! |
sa.ape.eay
Beoiiye n Africa's Noup Intaruat Sarvics Frovider
Page Setup.. of tha for Prog| (AFC)
N Y
[ Cutvw I\ Y VA Y VA AT VA A VA Y VA AV A AYNA MY VA AF WA Y VA A
i Chil+Q
Click the topic of your choice. HAMGOMLT i 5 regional electronic information and
communications network for developrent and hurman rights
workers

+ delivers relevant information to people warking in
development.

+ has an integrated approach to communication and
information netwaorking.

+ aims to build capacity in organisations through the
uze of electronic communication and information

access =

web page in current window

Go to the TEMP directory and double click on test.ntm to open the document

You will see the page load up on screen without any formatting. There are no
paragraph spaces or line spaces.
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4.7

Go back to HTMLTool to start formatting the Web document.

Formatting text

In HTML, you can format the text of the Web document in various styles. You
can bold and italicise text, change the font size, type and colour, centre and
align text, add headings, and create lists of items. You are limited by the
HTML tags, but you can still create good effects.

Bold text

Highlight the text that you want to appear in bold.
Click on the FONT tab on the toolbar and click on B.

Ti?Lorenz Graf's HTMLtaol 2.7 - UNREGISTERED YERSION - [C:APROGRAM FILESALDRENZ GRAF'S HTMLTOOL 2 7\Templat... M= B3
9] File Edit Find HTML Tock View Windows Help -8 %
NEH {BRBoe { 2 ¢o RELE X C 232 2 &

Mzoelanzous  Font ]Fage } Listz ] Tablesl Fonns] mees] Serptzilava ] Tags ] S‘tyles}

A B/ UGSt B Bs ===

A
U i) Documents 1 <htmlr
X . A 7 <head:>
@‘ Prewzlaw l u Scnpt.s l @e chass 3 <titlerHTHML document</title:
=) File l <5l Snippets 1 4 </headr
Ga_ dag [P
f
| Program Files .
o S 7 </bodys
Ll; Graf's HTMLtogl 2.7 5 S/ htnls
] Data
1 Help
] Seripts
] Template -

You can see that ‘tags’ that indicate bold will appear before, <B>, and after,
</B>, the text you selected.

Italic text

Highlight the text that you want to appear in italics.
Click on the FONT tab on the toolbar and click on |
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“Jf Lorenz Graf's HTMLtool 2.7 - UNREGISTERED YERSION - [CAPROGRAM FILES\LORENZ GRAF'S HTMLTOOL 2.7\Templat... Ml EY

8] Fie Edt Fird HTML Took View Windows Help
Dl yBRBo~ R 558 ¢ Ra<€x @

Mscellaneous  Font lFaga 1 Lists ] Tablesl Fonns] mees] Sorptsiava ] Tags ] Styles}

A B UGSt B Bs

2BE 2

=16 x|

A\
U Documents
@{ Preview ] T Seripts ] ?é Chars
¢l Fier & Snippats
EXcl

3 Program Files S
& Lorenz Graf's HTMLtocl 2.7

] Class
1 Data

1 Help

] Seripts
] Template

S0~ o N = o s+

Web Documents i

<head:

<titlerHTHL document</titles

</ head>

<hody>

[Itiralic text S
</hody>

<fhtml>

You can see that ‘tags’ that indicate italics will appear before, <I>, and after,
</1>, the text you selected.

Headers

A header is a headline or heading in a Web document. HTML provides you
with 6 sizes of headers ranging from small (H6) to large (H1). A header will
automatically place the text in bold and give it a different size. The size of the
headers you select will depend on your text. E.g., you might select H1 for
your main heading, i.e. the document title, and smaller headers for sub-

headings.

Highlight the text that you want to appear as a header.
Click on the Miscellaneous tab on the toolbar and choose ABC

7
9]

DEE yRBos 3 568 ¢co RA<ESX C B 2 &

hizcellaneous ]Font 1 Page 1 Lists ] Tablesl Forms] mees] Soriptsilava ] Tags ] Styles}

v - X122 BEEB 4o -8 3 @ 3 EE

=]
=]

5| Mumenls
@‘ Presvigw l T Scripts l ?é Chars
¥=l Filer & Snippets
ELT | B
| Program Files -
& Lorenz Graf's HTMLtaal 2.7
] Class
] Data
1 Help
] Scripts
] Template -

Web Documents i
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<html:>
<head>
<title>HTHL document</titles
</ head>
<hody>
Welcome
</hody>
</ html>

Ingert heading

Size

IR e e T
I, I SR

[zmall]

Alignment
v Left

™ Center
" Right

Cancel
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Select the header size you want to use, and the alignment you require (left,
right or centered), and then click on OK.

e Saving and reloading the Web document

Remember to save your file so that the changes you have just made are saved.
To save your file, click on the SAVE icon on the toolbar.

You need to then reload the document in your browser to view the changes you
have just made.

Switch applications to Netscape or Internet Explorer by either using your task
bar, or holding your Alt key down while pressing Tab.

Click on the RELOAD button in Netscape or the REFRESH button in
Internet Explorer. These are found on the toolbar. The changes you have just
made can be viewed on your Web page.

e Paragraphs and line breaks

Paragraph breaks are the “spaces’ between paragraphs. Line breaks are the
breaks which are generally inserted at the end of a line, or after a sentence that
stands on its own.

Place the cursor at the position in the text where you want to insert a paragraph
or line break.

' Larenz Graf’s HTMLtool 2.7 - UNREGISTERED VERSION - [C:\PROGRAM FILES\LORENZ GRAF'S HTMLTOOL 2.7\Templat... M5 EX

8] Flle Edit Find HTML Tools View Windows Help =18 x|
DR s RBro R EF o REEXC R E |» T
hiscelanenus }Fom ] Page ] Lists ] Tab|es} Foms] meas] Scnmsuaua} Tags } Stylas]
fov- 12 BEEE A= ~F & & % B O
2] Documents l|1 <hemly

Click on the Miscellaneous tab on the toolbar and choose

T for paragraph break.

The tag <P> will be inserted in the text.

Click on the Miscellaneous tab on the toolbar and choose

to insert a break at the end of a line, or sentence.
The tag <BR> will be inserted in the text.
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e Centering text

Highlight the text you want to centre

Click on the Font tab on the toolbar and choose CENTER

'ir Lorenz Graf's HTMLtool 2.7 - UNREGISTERED VERSIDN - [C:APROGRAM FILESALORENZ GRAF'S HTMLTOOL 2. 7\Templat... [H[=IE3

|#] Fle Edt Find HTML Took “iew Windows Help _ |7 1‘
DER sRBoe R € 6o RESCEX CRE 7 O

= 0l
Mscellaneous  Fort lFage } Listz ]Tah\es] Farm: mes] Scripts.l’Ja\ra] Tags ] St\rles]

A B 7 UGS ¢t B Bs =

2] Dacuments 1 <html>
o " . 2 <head>
@‘ Prevn.aw l S Scnpt.s l PB Dize ] <titlerHTHL docuwent</titles
&) Filer ] & Srippets [y </headr
=T v mE |f e
- E
— Prograrn Files - </hody>
& Lorenz Graf's HTMLtool 2.7 v v
a </ html>
] Class
] Data
1 Help
] Scripts
] Template -

“wieh Documents <

The tags indicating centering text, <center> and </center>, are inserted around
the text.

e Blockquoting text

A blockquote indents text a certain distance away from both the left and the
right margins, so that it looks like “quoted” text.

Highlight the text that you want to appear in a blockquote.

Click on the Font tab on the toolbar and select BLOCKQUOTE.

“§¢ Lorenz Graf's HTMLtool 2.7 - UNREGISTERED YERSION - [C:APROGRAM FILESALORENZ GRAF'S HTMLTOOL 2.7\Templat... [M[IE3

|#] File Edit Find HTML Todls Wiew Windows Help |- ﬂ
DEE yRBos R EE 0o REALEX G E 2 F
Mscellaneous  Font ]Fage 1 List=s ]Tablesl Gs] mees] Soriptsilava ] Tags ] Styles}

A BJ7 UGSt B B 5=

iZ] Documents 1 <html>
. . . 2 <head>
@ Prew.ew l B Scrlpt.s l ?e Eize 3 <title>HTHL document</titles
=1 File l & gnppsts |l </heads
= H <hody:
= - 5
g I = i % g <BLOCEQUOTE > JshNalsl e lal = / BLOC K QUOTE >
— Program Files -
e — 7 </hody>
& Lorenz Graf's HTMLtaal 2.7 3 /Bl
3 Class
] Data
] Help
] Scripts
] Template -
Web Documents M

The tags indicating blockquotes, <blockquote> and </blockquote>, are
inserted around the text.
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Pre-formatting text

Preformatted text is kept in Courier font, and, when viewed as a Web
document, retains all the spaces made by the spacebar and breaks made by
enter key.

Highlight the text that you want to preformat.

Click on the Font tab on the toolbar and choose the PREFORMAT icon.

Tii'Lmenz Graf's HTMLtool 2.7 - UNREGISTERED VERSION - [C:A\PROGRAM FILESALORENZ GRAF'S HTMLTOOL 2.7\Templat... MBI

[9] Fie Edt Find HTML Tools Yiew Wwindows Help =18] %
DEE yBRBoc [ £ ¢ REE X C R E 7 &

Mscelaneous  Font lFage } Lists ] Tablesl Fonns] F@] Seriptsidava ] Tags ] Styles}

A B 7 U S # B Bs =

i8] Documents [ <ntml>
= R . 2 <head:>
e} P'e""_aw | Sz l Fe chrs 3 <titlerHTHL document</titlesr
= Filer l & Snppets ||y </heaas
P <hody
=T - g
P[] = & = & QR re-formatted text g
3 Program Files B </body>
& Loren: Graf's HTHLool 2.7 7
3 </ html>
] Class
] Data
1 Help
] Senpts
] Template -

Web Documents i

The tags indicating preformatted text, <pre> and </pre>, are inserted around
the text.

Font size, face and font colour

Highlight the text you want to format.

Click on the Font tab on the toolbar, then click on the “ A" and select the font
colour, the font face and the size you want to use.
P EIE
9] =181
DE2E $BBoo G £ ¢o RE € ¢ E 2 &
laneous  Font IPage } Lists } Tables} Forrns} meesl Scripts.Uava] Tags ] Sty\es]

A B/ UGSt H B 5 ==

= D I 1 Fhtwle
. 5] ocum.en 5 y B
@ Preview l b Scripts l ?é Eharsl e
V=) Filer 1 < Snippets I a | et h ¥ Select colar
= ol @B [0 Ltehde ~] The quick brown fox
<
3 Program Files N ? :
& Lorenz Graf's HTMLtool 2 7 . ]
Class .
j Diata Hre | | 0K | Cancel
] Help
] Scripts
] Template -
[WebDocumerts 7|
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Click on OK. The tags indicating font size, type and colour, <font size=3
colour="red” type ="Arial”> and </font>, are inserted around the text.

4.8 Lists
Unordered and Ordered Lists

An unordered list is a list of bulleted items. Each item is lined up and
separated automatically by a space. For example:

e first item on list
e second item on list
e third item on list

An ordered list is a list of items, but each item is numbered. Numbering can be
decimal, roman or alphabetic. For example:

1. this is item one on the list

2. this is item two on the list

3. thisisitem 3

OR

a. this is item one on the list
b. this is item two on the list
c. thisisitem 3

HTML code automatically bullets or numbers each item in the list.

To create a list, highlight the text you want to convert to a list. Click on the
Lists tab on the toolbar and choose either an ordered, or unordered list. Select
the type of bullets or numbering you want. The list is created with the
appropriate tags, for example <ul> and </ul> for an unordered list. Now you
need to bullet or number each item in the list, by making it a list item.

Highlight each item you require in the list and click on the LIST ITEM icon.
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4.9
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" Lorenz Graf's HTMLtool 2.7 - UNREGISTERED VERSION - [C:APROGRAM FILES\LORENZ GRAF'S HTHLTOOL 2.7\Templat... [M[=1E3

|8] File Edit Find HTML Took Wiew Windows Help -7 ﬂ
DER sBmBoo R £F ¢o RAEXCRE 7 H
Mscel\aneousl Forit 1 Page £ ITabIesl Fonns] mees] Seriptsidava ] Tags ] Stylesw

E-:lt EézEE:%'_ ===

i8] Documents 1 <htmlx
. . ) 2 <head:
@‘ Prevn.aw l o SC”Dt_S l ?e Chas 3 <titlerHTHML document</titles
i Filer l & Snippets ||y </head>
e B <body>
=l - 5
P[] = .% 5 <L Iz
3 Program Files -
T — 7 </body>
& Lorenz Graf's HTMLtocl 2.7 g </html
] Class
] Data
] Help
] Serpts
] Template =
[WebDocuments 7|

The tag indicating a list item, <li> is inserted before the text.

Horizontal Rules

A horizontal rule is a line which is ruled right across the page. The attributes
of the line can be set to determine the thickness, length and appearance of the
line. The length is stated as a percentage of the width of the page. You can
experiment until you achieve the desired length. In terms of appearance, you
can choose to make the line shaded.

Click in the text where you want your rule to appear.

Click on the Miscellaneous tab on the toolbar and click on the HORIZONTAL
RULE icon.

b =18l

6] TR
DEd $BRve @ 58 co RE € X ¢ B 7 &

hizcellaneou ont ] Page 1 Lists ]Tables} Formsl Frzmes] Scnpts.l’Ja\ra] Tags 1 Stylesl

1¢«—- =12 BEEE #d-=m ~&3 & & % B@E

2] Documents 1 <: Horizontal rule
. . e <
@‘ Previgw I b Scripts l ?e Charg o
Size “whidth
i ; 3 Size | W tlex
¢l Filer I <5 Snippets 4 <
o dag |f © 3
<L
4 Program Files & S < [ Moshade
Ln: Graf's HTMLtool 2.7 a </ Coor ’—L|
] Data N
[ Hep <3 Select color
] Scripts
1 Template - aK | Cancel |
‘Wieh Documernts A

The tag indicating a horizontal rule, <hr width=75% noshade> is inserted in
the text.

17



4.10 Background colour

Background colour refers to the colour of the Web page on which your text
appears. The default colour is white, but you can choose almost any colour
you want. Background colour is an attribute of the <body> tag.

Go to the <body> tag.
Right-click on the body tag.
Edit the settings.

B ackground || g’;— =18
[ wWatermark style

Background color j .;‘.5 Color

Text colar j - <5 Color Text color

Wizited link color

j - 3 Color Visited link color
j - -;‘5 Calor & otive link color
Left rargin Jawalcript

OnlLoad Ornldnload
Top margin | | |

Ok, I Cancel

Active ink color

|
|
Link color | =1 (I ¥ Color Link color
|
|

Click OK.

The attribute bgcolor will be inserted in the <body> tag. For example <body
bgcolor="silver”>

411 Links

A link is a word, phrase, or image in a Web document that is “clickable’. In
other words, when clicking on the “link’ word, phrase or image, you
automatically open another document, or jump to a different section of the
same document.

There are four different types of links in HTML.:

e A link to another document: a clickable area that links to another HTML
document you have created.

e Alinktoa URL: aclickable area that links to another Web site.

e Alink to an email address: a clickable area that links to an email message
with a pre-selected email address

e Alink to a point somewhere else in your Web page (an internal link): a
clickable link to a point somewhere else in the same Web page.
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4.11.1 A link to another Web document

First type in the text that you want to make clickable in your Web document.
Highlight the text.

Click on the Miscellaneous tab on the toolbar.

Now click on the ANCHOR icon

Type in the filename of the document to which you want to link in the box next

to HREF.
£ =5l x|
9l IR

D@ $BdBo o & E&E oo BE €& @218 » &

Mscellanzous ]Fom | Page | sts | Tables | Forme | Frames | serprsiava | TagOsxyles}

T« - =12 EEE d-= ~& 3 & 3 BB

L5 @YY Anchor/Link
@‘ Prewiew ] Tos HRef ” 2 uRL
¥=! Filer l =
Target Rel -
=
— Program Files MHame | Rew -
7 Class Title UBN - Link
1 Data
1 Help Message Shape —j Cancel
7 Seripts digest
(] Template JavaScript [&nchar onlpt
OnClick Ortousedyver OrbdouszeCiut OnEocus
Web Documents ‘ |
Fiight click tag editing

<BODY></BODY> BACKGROUND=[url] EGCOLOR=[color] CLASS=[class] ID=[id] |
STYLE=[style] TITLE=[string] TEXT=[color] LINK=[color] VLINE=[color]

ALINE=[color] BGPROPERTIES=fixed|{ex-ie} LEFTMARGIN=[number]{ex-ie 3

TOPMARGIN= [mumber] {ex-ie}

Ingert Col: 4 Lir: 5 Madified
HEEN EEN HE EEN
2:05:41 P 8/3/99 Ready

Click on ANCHOR

The tag indicating a link to a document, <a href ="test.htm”> and </a>, are
inserted around the text.

4.11.2 Links to another Web site

First type in the text that you want to make clickable in your Web document.
Highlight the text.

Click on the Miscellaneous tab on the toolbar.

Now click on the ANCHOR icon
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7 =lE] x|
3 EEE
D2l $BdEe « i =& oo BE € & @ 23 »

hiscellaneous. ] Fort | Page | Lists | Tables | Forms | Frames | Scriptsiava | TEQG styles |
T - =212 BHEE = ~&F & & ¥
SR Anchor/Link
R, Freview | T 5 pper I T uAL
=1 Filer l
Target Rel ,—j
EETT
g Nams | I
1 Class Title UEN -~ Link
1 Data
1 Help Message Shaps l—j %
3 Seripts digest
3 Template JavaSeript [Anchar only)
OnClick. OntouseDver Ontouselut OnFocus
“Web Documents ‘ |
Fight click tag editing

<BODY>+/BODY> BACHGROUMD=[url] BGCOLOR=[color] CLASS=[class) ID=[id] =l
STYLE=[style] TITLE=[string] TEXT=[color] LIMH=[calor] VLINH=[color]
ALINK=[color] BGPROPERTIES=fixed|{ex-ie } LEFTMARGIN= [nuuber] {ex-ie 3
TOPMARGIN= [number] {ex-is}
Insert Col: 4 Lin: & M odified
HEE EEN HE EEN

2:05:41 Pt 2/3/93 Ready

The same dialogue box as in the previous example appears. Type in the URL
of the Web site to which you want to link in the box next to HREF, e.g.
http://www.sn.apc.org.

Click on ANCHOR

The tag indicating a link, <a href="http://www.sn.apc.org> and </a>, are
inserted around the text.

4.11.3 Links to an email message
First type in the text that you want to make clickable in your Web document,
for example, ‘contact us’.
Highlight the text.
Click on the Miscellaneous tab on the toolbar.
Now click on the MAILTO icon

Type in the email address to which you want to link.
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b =l8x|
] 15 (x|
DElE $BBve @ & ¢o RA<E€X ©2E 2 d

hiscellaneous ]Fant } Page } Lists ] Tablesl Fonns] Frames ptsilava ] Tags ] Styles}

T« - =12 BEE 4-=2 - & & % BB

2] Documents <htmlx

1
. . ) 2 <heads>
@‘ Prevn.aw l S SC”Dt_S l ?e HiEm 3 <titlexHTHL document</titles
i) Filer l & Snippets |1y </head> -
,..—L| e 5 <hody> L
__\]JEP l = B [ E-mail Address
rogram Files N

& Lorenz Graf's HTMLtool 2.7 7 :ii:d‘i}

ST 8 nl> ok | ol |

] Data

_1Help

] Scripts

] Template -

Web Documents i

Click on OK

The tag indicating a mail link, <a href="mailto:joseph@sn.apc.org> and </a>,
are inserted around the text.

4.11.4 Internal links

An internal link is a clickable link to a different place in the same Web page.

Firstly go to the place in the document that is the intended destination of the
link. The destination is known as the target. You have to decide on a name for
the target.

Naming targets:
Give the target a relevant name
Don’t use any spaces in the target name.

Give it a name that refers to the particular paragraph or section. Eg. Sectionl
or sectionl.2

Click on the Miscellaneous tab on the toolbar.

Click on the REFERENCE ANCHOR icon
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¥ =18l x|

9 =
DEE tBRlv ~ G =5 ¢ RE €@ ¢ E 72 O
Miscelianecus ]Fum | Page | Lsts § pebles | Forms | Frames | Sorptsiava | Tags | Styles |
Te¢- =212 BEEE = ~F & & % BO
i2) Documents 1 <html>
. . . 2 <heads>
@';-rewew I E Scrlpt.s 1 @e Charsl 3 <titlerHTHL document</ticles
Filer l 2 5 I
ST il l ¢ <;;hzad> Reference anchor
,—JC-—L| . 5 <hody>
P[] = B [ Reference Mame ’|7
— Pragram Files -
p——T — 7 </body>
& Lorenz Graf's HTMLtool 27 o </btwi> |—|DK e |
] Class
) Data
1 Help
] Scripts
] Template -
[WebDocuments |

Type in the name of the target.
Click on OK.

The tags indicating a target name, <a name="section1”> and </a>, are inserted
in the text.

Now go to the text from which you want to link. This text is known as the
REFERENCE ANCHOR.

Highlight the text.
Click on the Miscellaneous tab on the toolbar.

Click on the JuMP TO REFERENCE ANCHOR icon.

E _ &) %]
Bl =8| x|
o == |
DEE $BRY~ & =& oo BRa €& B E 7O
Mizcellaneous ]Fom | Page | lsts | T2l | Forms | Frames | Serptsiava | Tags | Styles |
T - =12 BEE = 5 & & 3 BE
i) Documents l 1 <html>
- . . 2 <head>
& Froview IS bl | Fe o | 3 critlesHTHL docuwment</titler
) Filer l <& Snippets ] 4 </ heads
=T = %; 5 <hody> Reference anchor
= B Feference link M
| Program Files 1|5 Hame
.Lrer‘uz Graf's HTMLtool 2.7 g Text to be referenced — Cancd
o g </vody> | caca |
] Help 0 </html:
(] Scripts
(] Template =
Weh Documents i

Type in the name of the REFERENCE target you have just created eg.sectionl
Click on OK.

The tag indicating the internal link, <a href="#section1”> and </a>, are
inserted around the text.
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412

Images

e Downloading images and graphic from a Web site on the Internet

Move your cursor over the image you would like to download.

Click on the image with the right hand button on your mouse.

3% SANGONeT Home Page - Netscape

File Edit “iew Go Communicator Help

<

Back

Save this image

gvﬁookmarks
?J Irkermet j Lookup j MewiCool

Relnsd  Home  Search Guids

.{- Location: |http: fisnapc. ORGY

A

4 =
PFrirt

Security

E

=] x]

Open Government
Environment

NEWS | EDUCATION |

LABOUR & ECONOMY |}
DEVELOPMENT | HEALTI

Choose SAVE IMAGE AS

15 a regional electronic information an

communications network for dewelopment and human rights

wiorkers,

SANGONeT

+ delivers relevant information to people working in

development.

+ has an integrated approach to communication and

information networking.

Open Frame in Mew 'Window

Back

Beload Frame

Wiewe Frame Source
iew Frame Info
Wiewe Image [start: gif]

Set As Wallpaper
#dd Backmark
Create Shortcut
Send Page

Save Image As.

Copy Image Location

ty in organisations through the
munication and information

Na Naowwazi
HAKATHI "

ENVIRONMENT
& TECHMNOLOGY

| HUMAN RIGHTS

=
=

Choose the folder, e.g. TEMP, that you want to save the image in, and click on

SAVE.

e Inserting a graphic or image into your text

Move your cursor to the place in the document where the image is to be
inserted.

Click on the Miscellaneous tab on the toolbar.

Click on the Image icon.
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4.13

£ o
3] _L_ e
(== % B o Gy EE - o [@ & = o @ % 2 |z E| EE|

Mizcellaneous ]Font | Page | Lists | Tables | Forms&mes] Scriptsiava | Tags | Styles |
T« - =12 EEE "= ~&F & & ¥
i3] Documents Image

@‘ Prewiew ] ﬁ Scripts ] ?é Che

] Advanced ]

=1 Filer l <'3;J Snippets
. Source 3 URL
EE | _Gu |
— Program Files Lowsrie [ 42 URL
& Lorenz Gral's HTMLtodl 2.7
] Class Alttet [
1 Data
1 Help Width HSpace
1] Scripts
] Template < Heght ¥Space
“Web Documents - Clear - Border

Right click tag editing demo. html

Alignment - Units -

Insert Col: 22 Lin: 8 Muodified
HEN mEN | N BN N |
2:05:41 P 8/3/93 Ready

Type in the name of the image which you want to insert. Use the name with
which you had previously saved the image.

Click on OK
The tag indicating an image, <img src="logo.qgif”>, is inserted in the text.

Tables

A table consists of a grid of rows and columns. The intersection of each row
and column is called a cell. This is where the text is located. You can insert
text, images, headers or links into a table cell.

Tables are often used as a tool to locate text or images in fixed positions on a
Web page.

Create a simple table that has the following format:

COLUMNS
Insert the graphic Insert the name of the
Downloaded into rowl organisation into row 1 column ROWS
columnl 2
Insert the address of the Insert a mailto link into
organisation into row2 Row2 colum2
Columnl

Student’s manual

24



Building a table

Click on the Table tab on the toolbar.

Click on the TABLE ASSISTANT icon

7
]
DEE sBa-n =

£

F oo BREa<€x CH R s H

Ilaneous] Fant ] Page } Lists  Tables ]Forms] r.ames] Soriptsidava ] Tags ] smes]

EEEE =

i8] Documents H
Iﬁ Previgw l T Scipts l @é Chars I
== Filer ¢5l Snippets I
EEl
_ Program Files -
&0 Lorenz Graf's HTMLtool 2.7

] Class

] Data

1 Help

] Sciipts

] Template -

wheb Documents =

Riight click tag editing demo. hitml

Table Assistant

T able caption |

Caption - W Border  Border width [ -
Alignment x
Table align - Table width -
Cell padding  [o - Bows 4 = Lell color -
Cell spacing  [o - Columns [4 - ':}f Colar

Build Cancel ‘

2:05:41 P 8/3/93 Ready

===
=8l x|

Modified

Type in the number of rows and columns required. In this case, 2 rows and 2

columns.

Student’s manual

A border indicates the grid lines around the table. It clearly marks the rows and
columns. If you don’t want a border around the table, type 0 next to Border
width. Otherwise type in a number from 1 to 7, which will give you different
styles of borders.

If you want the table background to be a certain colour, click on the down
arrow next to cell color and choose the colour you require.

If you want the table centred or right aligned, click on the down arrow next to
Table align and choose the alignment.

Click on OK.
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The basic outline of the table will appear on your Web document.

You will see the following code on your screen.

L I = e R O )

—_ o 2 a1 . an
e = T & ) R S T |

<htmls>
<head>

<titlex>HTHL document</titlex

</ head:>
<hody:>

<TLELE BORDER="0"> =+——— Gtartof table

< TR -
<TDx</ TD ==

<TDz</Thx-=-

</ TH>
<TR

<TDz</ TD>
<TDx></TD>
</ TE>
</ TABLE>
</bodys
</htmlx>

Start of Row 1
Column 1
Column 2

Start of Row 2

Fill in the text as needed in the correct cells of the table.
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5. Building and Manipulating Graphics and Images

Alm: To understand the basic concepts of Web graphic and image
management.

To learn how to create, edit and manipulate images at a basic
level.

5.1 Introduction to Web graphics and images

A cardinal rule when designing Web pages is to keep the files small in size
to facilitate quick downloading. For this reason, we use compressed image
formats in Web graphics. The most common compressed image formats are
JPEG and GIF. After creating an image you should save it in one of these
formats.

JPEG and GIF file formats were developed by the leading Web
programmers and graphic artists in the early days of Web design to enable
delivery of maximum quality at minimum size, and therefore maximum
speed.

e JPEG

JPEG stands for Joint Photographic Experts Group. As the name
suggests this is the best format for displaying photographs and other images
with variable shading.

Variable shading is the term used to describe the varying degree of colour
tints commonly found in photographs.

JPEG images are capable of displaying 24 bit colour, or 16.7 million
colours. JPEG images can be further compressed using advanced image
editing packages like Adobe Photoshop. However, bear in mind that the
overall display quality is affected by the rate of compression. In short,
quality deteriorates as compression is maximised.

e GIF

GIF was developed by CompuServe and stands for Graphic Interface
Format. This format can display images of 256 colours or less and is used
primarily for graphic content with sharply defined colours, for example,
logos.
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An important feature of GIF is its unique transparency utility. You can
specify that any colour in a GIF image is transparent. For example you may
have created a logo and would like it to appear without any surrounding
colour on the web document. You will then set the image’s background
colour to be transparent. This feature is widely used in the World Wide
Web

An animated GIF is several GIF images composited into a single image
which, when viewed, appears to be animated. Software like GifAnimator
(downloadable at http://www.webutilities.com/ga.) is used to create
animated GIFs.

5.2 Exploring PaintShop Pro

Open PaintShop Pro.

BT

File Edt View Image Colors Lapers Selections Masks Capture Window Help

D& $EE | PO 2 R w2

Image1 [1:2] (Background)

Tool Contiols | Bush Tip |

Zoom

[tz =]

ONPSFENSERUNS QS AEOT

C
z
h

e Create alogo from your name

Click on the New icon.

¥ Daint Shop Pro - Imagel

Edt View |mage Colors Lapers Selections Masks Capture ‘Window Help

D& + BB IO c=Hwi W

In the dialogue box, enter 300 pixels width and 300 pixels height.
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A pixel is the smallest unit of measurement on a computer monitor.
However, the pixel is not an absolute standard of measurement in itself. It
is dependent on the resolution of the image, which specifies how many
pixels make up an inch or centimeter. The default resolution for web

images is 72 pixels per inch.

Set the resolution of your image to 72 pixels per inch.

Hew Image ot

— Image Dimenszions

Witk |3':":|

IF'iHE‘.'|S 'I
Height 300
Besclution |72 [Pivels finch =]
— Image Characteristics
Background colaor IWhite ;I
Image type | 167 Milion Colors (24 Bit) =]

Memarn Required: 263.7 KButes

Ok, I Cancel I Help

Choose a colour from the Colour Palette on the right hand side of the
screen. Click once on the square in front. Choose the colour, which you
want to work with.

%% Paint Shop Pro - Image3

File

Edt Miew |mage Colors Lapers Selections Masks Capture ‘Window Help

[pzEe - tmeeo

[z =[] W

S

7

Q
(]
i
@
£
¥
#
Vd
&
Z
B
[
&
¥
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Click on the Flood fill tool on the Tool Palette (looks like a paint bucket).
Click once on the document - it should fill with the colour you have just
chosen.

£%: Paint Shop Pro - Image2
File Edit “iew Image Colorz Lavers Select

|lDEeE&E| o $ 2@ @

:’i Image?2 [1:2] [Background)

O\>o#EQsBRANS 4R 07]

Far Help. presz F1
M start| | A adobe Photo. | B sANGONeT

Choose a colour to write your name in using the same procedure as before.
Make sure you choose a colour which contrasts with the background colour

Click on the Text tool on the Tool Palette (indicated by the letter A).

Student’'s manual 30



% Paint Shop Pro - Image?

File Edit %iew Image Colors Lapers Select

NSE&| - $m @

=

:q Image? [1:2] [Background]

ONPoFENsBRANNIN G RE07)

For Help, press F1
g start| | [ adobe Photo... | ¥ SaNGONET

Click once on your document to bring up the typing dialogue box.

Add Text E4d
— Font attributes — Text effects——
Marme: Shyle: Size: ™ Stikeout

IMu:u:Iem IFleguIar 48
T — =
T s etk 5 W antisliss
M5 Sanz Serif Bold 1talic 2B
MS Serif d EE _
EEE;;:SCHN Seript: 26 — alighment
Small Fonts = IWestem vl R * Left
Sample of zelected fant at 1:1 zoom: T Center
" Right
I e Xt ¥ Eloating
Enter text here:
Text ;I
| -|

Ok I Cancel Help
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Use this box to choose the font face, size and text (your name) that you
want to drop into your logo. Remember to click on the “Floating” option to
enable it. This is so that you can reposition your text afterwards.

When the text is first dropped into the logo it remains selected (there’s
dotted line running around).

B Image1= [1:1] (Floating Selection) =]
e ek o I e e
p | S .o :'
N
. Bamamamg B ¢ ¢

That means you can move/drag the text around. You do this by moving
your mouse pointer over the text until it becomes a four-headed arrow -
then drag to where you want the text to be positioned

Also whilst the text is still selected, you can choose to add effects to the
text, by choosing EFFECTS from the IMAGE menu. Effects are utilities such
as drop-shadow and chisel (which gives a chiseled appearance to the text),
which enhance the appearance of your text.

If you accidentally de-select, then just choose UNDO from the EDIT menu
(or Ctrl+Z), and the text will become selected again.

We will now reduce the size of the image by cutting out the parts we do not
need. This is called cropping.

Click on the Crop tool in the Tool Palette. Draw a box around the text you
created. Then double click inside the box to crop the image.
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2 Paint Shop Pro - Imagel
File Edit View Image Colors Lavers Selections Masks Capture Window Help

DEE&S - +Be |20 2= wm K|
R[22t [1:21 (Backawound) =TT

D\ > oFENSBERUNN AT $HEDT

For Help, press Fi

Tool Contiols | Brush Tip |

Zoom

Y

Image: Nene

ghstan ||| Fadobs Proto | B sanGONeT | B Micosoit wior |[5 Paint Shop... || @8 21 €. 21 % |[RESBHEEG R z0sPm

When the logo is ready, save it with a sensible name (NoT image | etc.),

and choose CoMPUSERVE GIF from the file type list. Then make sure you

are saving it into the correct folder (TEMP).
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WEB SITE CREATION TRAINING

COURSE

Day 2:

2 hrs

6. Site mapping

AIM:

To develop a strategic approach to site planning and development.

To understand why it is necessary to develop a ‘statement of purpose’
for a Web site and why the target audience of the site should be
identified before building a site.

To understand why it is important to plan the structure of a Web site.

To map out the site in a manner that ensures easy and effective
navigation by users.

To map out the site in a manner that will make it easy to maintain and
add new information on an ongoing basis.

You will now plan and build a site as a team. The site will be about your
training group, where you come from, what your interests are, and what
you have discussed and achieved during this training workshop.

Student’s manual

Discuss the purpose of the site. In other words, what do you want
the site to achieve?

Who is the intended audience of the site? Not just the people that
will access it, but the people that you really want the site to have
meaning for.

How does the site relate to the broader goals and communication
strategies of your organisations?

What kinds of information circulate in the organisations in which
you work, or have worked. This could include: staff profiles,
project work, recent news, events, newsletters etc. Try and make
the list as long and varied as possible. Assess whether this
information is relevant for the Website. Use the purpose of the
site, as defined earlier, as a yardstick.
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5. Look at the list and try and come up with 6 - 8 headings that are
inclusive enough to accommodate all the items on the list. These
headings will form the entry points to information within the site,
so they need to be as self-explanatory and useful as possible. They
will become the main links from the home page. Avoid acronyms,
and keep the headings simple.

6. Now link the items in the first list to their relevant section heading,
by drawing lines from one to the other. Some headings may
contain several items on the list, while others might contain only
one item. E.g., newsletter may be the only item that is linked up
with the News section heading, while staff, history and funders
may all be linked to the About Us section heading.

7. We now have enough information to draw a map which shows the
basic structure of the site. This map will also show routes around
the site, that is, how users can navigate their way from one page of
information to another. The different headings will become
different sections of the site.

8. Draw a diagram that contains a box to represent the Home Page
and boxes for each main section page, on a single sheet. Place the
Home Page in the top left-hand corner. Draw arrows from the
Home Page to all the pages it should link to.

HOLIE NEWS
PAGE PAGE

N

ABROTTIS LINES
PAGE FPAGE

9. Having established where the user can go to from the Home Page,
we now need to look at links from each of the other Main Section
pages. Insert arrows to demonstrate these links on your diagram.
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HOME HEWS
PAGE PAGE
-
ABOTTS LINES
PAGE FPAGE

10. Now we can start adding documents to the main sections to see
how this affects navigation of the site.

HOME
PAGE

|

!

HNEWS
FAGE

ABROUTTUS
PAGE

=S
AN

e E—

Fy

¥

LIMES
PAGE

tews
stoty 1

tews
stoty 2

fewrs
story 3

The news stories or ‘documents’ which make up the News Section are
all linked to from the News page, and link back to it as well. They also
link back to the home page, but these are ‘one-way streets’.

Each Main Section page should give the user an opportunity to return
Home, or visit the site’s other main sections. This results in the site
developing ‘two-way streets’ between all these ‘principal’ pages.

11. The site has been mapped for the user that will navigate it. Now we
can turn to the Web master’s plan: the file and folder (or directory)
structure of the site.
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12. Consider each of the Main Section Pages in turn. Check which
ones will form entry pages to other documents, and establish which
ones will contain that section’s information within that single Main
Section Page. For example, the News Page will probably link to
other pages with news, while the Links Page may well contain all
its information on that one page. It is important to think ahead
when making these decisions. Assess which sections are likely to
grow into collections of pages, and which ones will remain concise
and no longer than one page. Any section which looks like it will
grow into several pages of documents will become a folder:

eh site
]
[ I I I |
home ‘ tinks
[ I |
story 1 story 2 story 3

In this example only the Home Page and the Links Page have
remained as single files. All other Main Sections have been
assigned folders in which to store their accumulating documents
(files). This allows the site to grow in a clean and structured way.

PLEASE NOTE:

The PIX folder has been created to store all the graphic and image files. PI1X
is slang for Pictures. Any file with a .jpg or .gif file extension should be saved
into this folder, and not be muddled up with the other text (.html) files.
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13. The file structure in the example below shows a Web site that
consists of 2 levels:

[ T 1
level 1 E, E, —
E news ah out E m
home Tinks
[ i 1
ERNERE:

Linking from a file on one level, to a file on another level, i.e. from the
Home Page to News Story 1, requires us to put the pathway, or link,
between the two files into the html coding.

From the Home Page, the link would be written as follows:

<a href="*news/storyl.html”>xxx</a>

This pathway shows how the destination file (storyl.html) can be
found by first going down a level through the folder named news.

news/ indicates that this is a folder.

If we want to create a link back from storyl.html to the Home Page,
the pathway has to take us up one level:

<a href=*“../index.htmI”>xxx</a>

The ../ in the pathway indicates that the destination file, (index.html),
can be found by going up one level in the folder structure.
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Using the file structure from the example, work out pathways for the
following images and links:

1. News Story 2 to the Home Page:

2. The logo on the Links Page :

3. The logo on the News Page:

4. About Page to the News Page:
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7. Building a Web Site

AM:  To use and incorporate all the tools learnt in the course of the training
into building a joint Web site.

You will now spend a few hours working in teams building a web site
together. Each team will work on a particular page, and when you have all
completed your page, you will put the information together to form your
own web site.
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8. Making your site live — FTP

AIM: To understand how Web pages are made live on a Web server
that is continuously linked to the Internet.

To be able to use an FTP program

To be able to use this knowledge in the future to upload new
sites, or update existing sites.

FTP stands for File Transfer Protocol, is used to upload files from a local
computer to a remote computer. In this case the local computer will be the
one you have worked on, and the remote computer the Web server on your
ISP.

What you need to know:

Host name: The name of the Web server. You will get the name of the
Web server from your ISP e.g. watt.sn.apc.org

User ID: The account name which the ISP has given you to gain access to
your section of the Web server.

Password: Your security to access your folders on the server.
Open the FTP program. We are using a program called WS_FTP.exe

i =10 %]
Local Spztem Femaote Sypztem
|C . WINDOWS Desktop~DES] ¥ | | |
- Sezzion Profile
Actin .
donoz Profile M ame: |$ﬂ ﬂ
hilaz
Hamon Delete. . | Sawe ‘ Few | Cemea
loons
itrai Host Nare: |wall.sn.apc.nrg Advanced...
}::;mt Host Type: |Autnmatic detect j Help
loon: Nootrai :
IECTI User ID: | plrain [ Anonymous Login
Hum . c Passwirg; [ [ Save Password
Eiggi Agcount: | ™ Aute Save Config
Sitel Initial Directones
w= ft
Rernote Host: |
Local PC: |
I
LComment: |
WlNSL‘L'I Q) A N ) LU S POLIN) L LI LI N L || L e S T L ) | Hl_ll N P U L JPr s | N P P PO P ;
WS FTP32 3.00, Copyright € 19941996 John A, Junod, Al rights reserved. hd

LConnect Cancel | Logia'nd | Help Ophionz About E xit
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Type in the Host name, User ID and password.
Click on OK.
You will be connected to the Web server.

On the left of your window you will see the folder structure of your own
computer. Folders are indicated by yellow icons, files are indicated by
white and black icons. In the Windows 3.1 version, the top part of the
window shows the folders, the bottom part indicates the files.

On the right of your FTP window, is the folder structure of the remote
computer, the Web server.

TaWS FTP32 walt sn.apc.org =]
Local System Femate S pzken
| CowTINDOWSDeslk tDp\DES]ﬂ | SYYW . Sh . ADC . Drg/sangclneﬂ
Aétive clients :i it 1:|1:-1 Elell
donors MKDir MkDir
hilary | I |
Humour Rt Rt

icons

e <l [ ]
hit. t=xt about html |
|| | index. htn |

|

|

|

icon? . gif |

LEGILINE . doc | news. htn

num . doc | news. htnl
zango.gif | press22-6-99 htn
Shortcut to Cutloo =2
SiteReview. txt

w=_ftpi2 exe
Fiefrezh Refresh

4 ﬂ Dirlnfa 4 | | ﬂ Dirlnfa

i ASCI i+ Binam [ Auta
Recerved 524 bytes in 0.1 gecs, [50.00 Kbpz), tranzfer succeeded =
226 Transfer complete. B
LCloze | Cancel | Logiwnd | Help | Dptions | About | E xit |

Once again the file and folder structure is shown. In the Windows 3.1
version, the top part of the window indicates the folders, and the bottom
window the files.

You need to make sure that you are in the correct folder on the local
computer and on the remote computer. Your folder structure should match.

To move around folders, double click on the two dots .. or the up arrow, to
move up a level.

Once you are in the correct folders on both computers, highlight the file
you want to upload or copy across to the Web server.

Click on the -> to transfer the file from the local computer to the remote
computer.
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You will see the file being transferred across and, once the process is
complete, appear in the correct folder on the Web server.

Repeat this process for all the files you want to transfer as well as any
graphics or images you have included in your Web files.

Remember that the graphics need to transferred into the PI1X folder.

Your Web pages are now transferred into the correct folder on the Web
server, and are available for browsing by anyone having access to the
Internet.
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9. Summary
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10. Evaluation

One important part of training is to receive specific feedback from people who have been trained.
With that in mind we have created a questionnaire for your comments. Please treat this questionnaire
as a guideline. Feel free to add comments about any areas you feel we have missed.

Mark your answers with an x and fill in both sections

Your level of interest Level of difficulty

high medium low high medium Low

1. Introduction and
introduction of
participants

2. Critiquing and
assessing web sites
Basic HTML coding
HTML Tool

3. Introduction to
HTML and
browsers

4. Creating a Web
page using a text
editor
Formatting text
Lists
Links
Images
Tables

5. Building and
Manipulating
Graphics and
Images

Day 2: Creating a Web Site

6. Site Mapping

7. Building a Web Site

8. Making your site
live - FTP
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Please indicate the extent to which you agree with the following statements.

Questions | Ranking

1-strongly disagree, 2-disagree, 3-neutral, 4-agree, 5 agree strongly

9. My aims for the course were met 1 2 3 4 5

10. The instructor’s pace was good

11. The instructor presented the course well.

12. This course will help me modify and update my web site

13. The training was what | thought it would be.

14. Topics that should be added.

15. Topics that should be removed.

16. Other comments.

Your name and address (optional)

Course name:

Duration in hours: Date:

Location:

Instructors(s):
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Appendices

Appendix

1: Download and install HTMLTool Version 2.7

We are using HTMLTool as our text editor. It is a free, shareware program

which is user-friendly and implements all the functions of HTML code in
an very easy manner. It can be downloaded directly from the HTMLTool

web site at http://www.lograf.com or it can be downloaded through the

Tucows site, which is mirrored on most continents. Find the Tucows site at

http://www.tucows.com

1. Open up your browser, Netscape or Internet Explorer

2. Inthe location or address box, type in the URL for Lorenz Graf’s
HTMLTool

3. Type in http://www.lograf.com and press enter

4. You will see the HTMLTool Home Page appear

5. Scroll down until you see DOWNLOAD HTMLTOOL box and click

here
6. Click on one of the download locations
7. Save the file, htmltool.zip, into a temporary folder

8. Once the file has been downloaded, go into Windows Explorer and
double click on the file name, htmltool.zip

9. The WINZIP program will start unzipping the file

10. Accept the WINZIP registration screen and click on NEXT to start the

unzip procedure
11. Click on NEXT to install the files into a temporary folder
12. Click on INSTALL NOW to install the HTMLTool program
13. Click on NEXT to accept the HTMLTool setup screen
14. Click on YES to accept the licence agreement
15. Click on NEXT to continue
16. Click on NEXT to accept the installation directory
17. Click on FINISH to end the installation
HTMLTool is installed on your computer and is ready to run
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Appendix 2: Download and Install Paintshop Pro

Paintshop Pro is a shareware product which allows you to create and
manipulate graphics. Once you download the program, you can use it for a
trial period of 1 month, after which the program expires. You can then buy
a copy for $99. The program can be downloaded from the JASC web site
at // http://www.jasc.com/psp5.html directly or can be downloaded from the
Tucows web site in your area at http://www.tucows.com

1.
2.

N o o bk~ w

o

Open up your browser, Netscape or Internet Explorer

In the location or address box, type in the URL for the Paintshop Pro
site

Type in http://www.jasc.com/psp5.html and press enter

You will see the Paintshop Pro site appear
Click on the download option
Save the file, psp6b2.exe in a temporary folder

Once the file has been downloaded, go into Windows Explorer and
double click on the file name, psp6b2.exe

The WINZIP program will start unzipping the file
Answer the questions to continue and complete the installation
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Appendix 3: The test.txt file

BEGINS

A big headline

A paragraph of ordinary text with the odd bold word in it. A paragraph of
ordinary text with the odd bold word in it. A paragraph of ordinary text
with the odd bold word in it. A paragraph of ordinary text with the odd
bold word in it. A paragraph of ordinary text with the odd bold word in it.
A paragraph of ordinary text with the odd bold word in it. A paragraph of
ordinary text with the odd bold word in it. A paragraph of ordinary text
with the odd bold word in it. A paragraph of ordinary text with the odd
bold word in it.

A medium sized italicised headline

A paragraph with mostly plain text that is a slightly bigger font size than
the previous paragraph. And then a couple of sentences in italics. And then
a couple of sentences in italics. Followed by a sentence which is bold and
italic. Followed by a sentence which is just bold. And the rest is just plain
text. And the rest is just plain text. And the rest is just plain text.

A tiny headline

A paragraph which uses a mixture of colours. This sentence in yellow. And
this one in red. Now this one in blue. And this one completely multi-
coloured.

Now to finish this section off we'll draw a line underneath it (which is
nicely centred in the middle of the page).

A block quote which makes use of bold and italic. A block quote which
makes use of bold and italic. A block quote which makes use of bold and
italic.A block quote which makes use of bold and italic. A block quote
which makes use of bold and italic. A block quote which makes use of bold
and italic.

A list of things to do today in no particular order:
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buy some milk

check my email

call Fred

finish writing my project proposal

A prioritised list of things to do (first things first):

learn html tags

practice tagging
mark-up a page

build it into the web site

How about a little table at the bottom :-)
QTY DESCRIPTION PRICE

2 shoes R49

5  mangoes R10

1 fridge R1300

ENDS
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Appendix 4: Answers: An introduction to HTML and browsers

What is a browser?
A browser is a software program, which is used to view information on the
World Wide Web. The two main browsers currently used are Netscape and
Internet Explorer. Both perform very similar functions and either can be
used effectively. Newer and older versions of browser software have
different capabilities.

What is a URL?
Uniform Resource Locator (e.g. http://www.womensnet.org.za). This is the
unique address of any Web page. Typing in the URL in the location box of
your browser, will take you to that particular Web site. Many URLS begin
with “‘WWW’, but this is not an essential requirement. E.g.,
http://sn.apc.org is as valid as http://www.sn.apc.org. It depends on how the
site has been named on the server where it is hosted.

The URL will usually give you an indication of the location, and origin of
the site. E.g. in the example below, ‘IDRC’ tell you that this is the site of
the International Development Research Centre, and ‘CA’, that the site is
located in Canada as ‘CA’ is the international country code for Canada.

Location: I hittp: A A idrc. ca ji

What is HTTP?
HTTP stands for HyperText Transfer Protocol and it is the protocol used in
storing and loading Web documents.

What is HTML?
HTML is the abbreviation of hypertext markup language. HTML is a
language used for formatting text and graphics on the Web.

What is a link?
Links are a way of linking one piece of text on a Web page to another Web
page that could be part of the same site, or located anywhere else in the
world. Commonly, these links appear on your screen as coloured,
underlined text.

What is an HTML editor?
An HTML editor is a software program, which is used to produce text and
HTML code. The HTML editor formats your information so that it can be
viewed through a browser. Just as you use a word processing program for
producing a document, so you produce a Web page with an HTML editor.

There are two different types of editors, WysiwyG editors and Text
editors.
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WYsSIWYG editors: wysiwyG (What You See Is What You Get) editors
allow you to type in text, insert graphics and lay out pages, without any
need for using HTML code. The page you produce will look as it does when
viewed through a browser. The HTML coding can be viewed on request,
and is usually referred to as ‘source’. Examples of wysiwyG editors are
Microsoft FrontPage, Macromedia Dreamweaver, Adobe Page Mill and
Netscape Composer. They can be quite expensive, but are worth the
investment if you want to speed up Website production. Netscape
Composer is also available freely on the Internet.

Text editors: Text editors allow you to see the HTML code that produces
and determines the formatting, colour, layout etc. of the Web page. You
need to assign code , in the form of ‘tags’ (see below) to each piece of text
which you want to format. Examples of text editors are Allaire Homesite;
HTML Tool; Hot Dog Pro.

What is atag?
Tags are the HTML code which you assign to text. For example, if you
want a word to appear in bold, you need to tag it with the HTML code that
‘instructs’ the text to appear in boldface. HTML tags are always inserted in
between arrow brackets. You always need a tag at the beginning and at the
end of the relevant text. The code in the closing tag always begins with a
forward slash. E.g. if you want to the word text to appear in bold, you
would tag it as follows:

<b>text</b>

What is an attribute?
An attribute is additional code “attributed’ to a particular tag. It modifies
the properties of a tag. For example the <body> tag marks the start of the
text in the HTML document and the </body> tag marks the end of the text
in the document. You can add an attribute to the body tag that specifies the
background colour of the document, e.g. <body bgcolor="red”>.

What are File Extensions?
File extensions are the letters which usually follow the name that you
assign to the file. They are separated from the file name by a full stop and
give an indication of the type of file it is. HTML Files are always saved
with the extension .htm or .htmi

What is the relationship between a Browser and an Editor?
You will always use an HTML editor to type in and code your information
in Web format. You will use your browser to view the information you
have coded.

Student’s manual 52



THE OPEN CONTENT LICENSE

http://www.opencontent.org

Terms and Conditions for Copying, Distributing, and Modifying

Items other than copying, distributing, and modifying the Content with which this license was
distributed (such as using, etc.) are outside the scope of this license.

1. You may copy and distribute exact replicas of the OpenContent (OC) as you receive it, in any
medium, provided that you conspicuously and appropriately publish on each copy an appropriate
copyright notice and disclaimer of warranty; keep intact all the notices that refer to this License and to
the absence of any warranty; and give any other recipients of the OC a copy of this License along with
the OC. You may at your option charge a fee for the media and/or handling involved in creating a
unique copy of the OC for use offline, you may at your option offer instructional support for the OC in
exchange for a fee, or you may at your option offer warranty in exchange for a fee. You may not
charge a fee for the OC itself. You may not charge a fee for the sole service of providing access to
and/or use of the OC via a network (e.g. the Internet), whether it be via the world wide web, FTP, or
any other method.

2. You may modify your copy or copies of the OpenContent or any portion of it, thus forming works
based on the Content, and distribute such modifications or work under the terms of Section 1 above,
provided that you also meet all of these conditions:

a) You must cause the modified content to carry prominent notices stating that you changed it, the
exact nature and content of the changes, and the date of any change.

b) You must cause any work that you distribute or publish, that in whole or in part contains or is
derived from the OC or any part thereof, to be licensed as a whole at no charge to all third parties
under the terms of this License, unless otherwise permitted under applicable Fair Use law.

These requirements apply to the modified work as a whole. If identifiable sections of that work are not
derived from the OC, and can be reasonably considered independent and separate works in themselves,
then this License, and its terms, do not apply to those sections when you distribute them as separate
works. But when you distribute the same sections as part of a whole which is a work based on the OC,
the distribution of the whole must be on the terms of this License, whose permissions for other
licensees extend to the entire whole, and thus to each and every part regardless of who wrote it.
Exceptions are made to this requirement to release modified works free of charge under this license
only in compliance with Fair Use law where applicable.

3. You are not required to accept this License, since you have not signed it. However, nothing else
grants you permission to copy, distribute or modify the OC. These actions are prohibited by law if you
do not accept this License. Therefore, by distributing or translating the OC, or by deriving works
herefrom, you indicate your acceptance of this License to do so, and all its terms and conditions for
copying, distributing or translating the OC.
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NO WARRANTY

4. BECAUSE THE OPENCONTENT (OC) IS LICENSED FREE OF CHARGE, THERE IS NO
WARRANTY FOR THE OC, TO THE EXTENT PERMITTED BY APPLICABLE LAW. EXCEPT
WHEN OTHERWISE STATED IN WRITING THE COPYRIGHT HOLDERS AND/OR OTHER
PARTIES PROVIDE THE OC "AS IS" WITHOUT WARRANTY OF ANY KIND, EITHER
EXPRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. THE
ENTIRE RISK OF USE OF THE OC IS WITH YOU. SHOULD THE OC PROVE FAULTY,
INACCURATE, OR OTHERWISE UNACCEPTABLE YOU ASSUME THE COST OF ALL
NECESSARY REPAIR OR CORRECTION.

IN NO EVENT UNLESS REQUIRED BY APPLICABLE LAW OR AGREED TO IN WRITING
WILL ANY COPYRIGHT HOLDER, OR ANY OTHER PARTY WHO MAY MIRROR AND/OR
REDISTRIBUTE THE OC AS PERMITTED ABOVE, BE LIABLE TO YOU FOR DAMAGES,
INCLUDING ANY GENERAL, SPECIAL, INCIDENTAL OR CONSEQUENTIAL DAMAGES
ARISING OUT OF THE USE OR INABILITY TO USE THE OC, EVEN IF SUCH HOLDER OR
OTHER PARTY HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.
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